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|. IlosicHuTeIBLHAS 3aIMCKA
1.1. Heas u 32024 JUCHUILTHHBI (MOXYJIA)

Lenp AUCUMIIIMHBI — MOATOTOBUTH BBITYCKHUKA, 3HAIOLIETO OCHOBHBIE HAIPABJICHUS
rOCYy/IapCTBEHHOW periiaMeHTaIlu padoThl ¢ JokyMeHTamu B Poccuiickoit Deneparuu, 3a1adu
CIIy’ObI JJOKYMEHTAIIMOHHOTO OOecleyeH s yIpaBieHHs U BIACIONIET0 METOJaMH aHalu3a U
COBEPILIEHCTBOBAHUS TEXHOJOTUU TUIIOBBIX JIEJIONPOU3BOJICTBEHHBIX OMEpaIUi.

3ajaun JUCUUILIINHBL:

- U3YYUTHh HCTOPUIO (POPMHUPOBAHUS HAIIMOHAIBHON CHCTEMBI JISIONPOU3BOICTRA;

- OBJIAJIETh CIEUUATIbHON TEPMUHOJIOTUEH;

- M3yYUTh COBPEMEHHYKI 3aKOHOJATEIBbHYIO, TPaBOBYI0O W HOPMATHUBHYIO 0a3y,
perJaMeHTUPYIOIIYIO paboTy ¢ TOKyMEHTAIUEH;

- chopMHpOBaATH Y CTY/IEHTOB HABBIKH BBITIOJHEHUS OCHOBHBIX JICTIOMPOU3BOICTBEHHBIX
Omnepalnyii B YCJIOBUSAX IPUMEHEHHS TPAJULIMOHHBIX M ABTOMATHU3UPOBAHHBIX TEXHOJOTUMH
00pabOTKH JOKYMEHTOB;

- chopMupoBaTh HABBIKM aHaJW3a CHCTEMbl JOKYMEHTAIlMOHHOTO OOecreueHus
YIpaBJICHUS;

- ONpEeAeNIUTh  HANpaBJI€HUS  BO3MOXKHOIO  COBEPILIEHCTBOBAHUS  CHUCTEMBI
JIOKYMEHTAIIMOHHOTO 00eCIIeYeHUs yIPABIICHHUS;

- U3YYUTh TMOPANOK OpraHu3alldd CIy>KObl JOKYMEHTAI[MOHHOTO OOecreyeHus
yIpaBJICHUS] B COBPEMEHHOM OpraHu3alliu.

1.2. IlepeueHb MIaHUPYEMBIX PE3yJIbTATOB 00YUYEHUS 110 AUCIHUILUIUHE (M00)110), COOTHECEHHBIX
C MHJUKATOPAaMH JIOCTHKCHUSI KOMITCTEHIIMI

Komnerennus
(KoJ1 1 HAMEHOBAHUE)

HNuankaTopbl KOMIETEHIUI
(Kol 1 HANMEHOBAHUE)

Pe3yabTaThl 00yueHUs1

I[IK-3 Brmagenue ocHOBaMU
TTOJIUTUYCCKUX nu
YIPAaBICHUYECKUX PEIICHUN Ha
(denepaabHOM U PETHOHATBHOM
YPOBHSIX

I1K-3.2. Vcnonk3yer coBpeMeHHbIE
MOAXOBI B peasiu3anuy (heaepaTHBHON 1
PErHOHAIILHOM MOJIUTUKU B COBPEMEHHOU
Poccun

3HaTh: COBPEMEHHBIE MTPOOIEMBI
JOKYMECHTAallTUOHHOT'O 06CCHe‘leHI/Iﬂ
yIpPaBJIEHUs U ApXUBHOTO JIeNa

HOPSIIOK paboThI CIy k0
JOKyMEHTAI[HOHHOTO 00eCIIeYeHUs
yTIpaBJIEHUs U apXUBOB (Ha (heaepasbHOM U
PETHOHATILHOM YPOBHSIX )

YMeTs: pentats npodeccHoHaIbHbIE 3a1a91
B chepe TOKyMEHTALHOHHOTO
obecrieueHns! ynpaBieHUs H apXUBHOTO
Jena

periIaMeHTHPOBAThH PaboTy CITyKO
JOKYMEHTAallTUOHHOT'O obecneueHus
yIpaBJIeHUs U apXUBOB (Ha (eaepaIbHOM U
PEerHOHAIBHOM YPOBHSIX)

Brnaners: HaBBIKaMU OLIEHKH COBPEMEHHOTO
COCTOSIHUSI CUCTEMBI JIOKYMEHTallHOHHOTO
obecrieueHns! ynpaBieHUs H apXUBHOTO
Jena

1.2. Mecrto 1McHUIINHBI (MOYJIsl) B CTPYKTYPe OCHOBHOI 00pa3oBaTe/bHOIi NporpaMMbl

JuctummmmHa (Moaynb) «VcTopust U opraHH3aIysl COBPEMEHHOTO JICJIONPOM3BOJICTBA B
Poccumn» oTHOCHTCS K yacTu OJIOKa TUCIUIUIMH y4eOHOro IiaHa, GopMupyeMol yuyacTHUKaMU
00pa3oBaTeNbHBIX OTHOIICHUH.

Jlis ocBOEHHWS AMCHUILIMHBI HEOOXOAMMBI KOMIIETEHIIMH, C(HOPMHpPOBAHHBIE B XOJE
M3yYEeHUS CIEAYIOIUX JUCHUIUIMH M TMpakTHK: «JlokyMeHToBeneHue», « OCHOBBI pOCCHICKOTO
MpaBa» U MPOXOXKICHUs YYEOHOUN MPaKTUKH.

2. CTpyKTYypa IHCHMILIMHBI (MOIYJISA)
Cmpykmypa oucuyuniaunst (Mo0y1s) 01 0O4HOU POPMbL 00yUEeHUA



O061mas TpyA0EMKOCTb AUCHUIUIMHBI COCTaBIIIET 2 3.€., /6 4., B TOM YHCIIC KOHTaKTHas pabora
oOyyaromuxcs ¢ npenogasaresnieM 38 4., mpoMexyTouHas arTectanmsa 18 4.,
camocTosTenbHas padboTa ooyuaromuxcs - 20 .

No  |Pazmen Bupl yaeGHO# paboThI, (B yacax) DopMBI TEKYIIIETO
/1 | TUCIMILIAHBL/ KOHTPOJISI (10
TeMa KOHTaKTHAasI HeoenaM ce-
s (2 |2 5| B |oemn
o = S E 2 2 Ef E P -
£ = | g = = s Z S S|, 5 « |MPOMEXYTOUHOH
2 512 |28 |8 E 3 = § 2 % é aTTecTaluu (10
S | |2|S |E¢8 [ 28|55 5|05 & |cemecmpan
1 |lIpenmer, 2 2
COJlepIKAHME,
3aJja4u Kypca
Pa3znea 2. Mcropusi rocy1apcTBEHHOI0 /1eJI0ONPON3BOICTBA
2.1 |Bo3HukHOBeHH |3 2 OueHka
€ U pa3BHUTHE MPAKTUYECKHUX
ACIIOPOU3BOAC 3aIIaHHI>i
TBa B PTC
YUPCIKACHUAX
Poccun XVI -
XVII BB.
2.2 |denonpousBojc 2 Ouenka
TBO B MPAKTUYECKHUX
YUIPCHKIACHUAX 3aaHuM.
Poccuu XVIII B "
PTC
2.3 2 2 2 Orenka
I[eJ'IOHpOI/ISBOI[C HpaKTI/I‘IeCKI/IX
TBO B 3aJaHuH.
YUPEKIECHUAX IIpoBepka u
Poccun XIX - OIICHKA
Hagayie XX BB.
KOHTPOJIBHBIX
paoor,
PTC
24 3 2 2 2
CraHoBieHHUE U IIpoBepka u
pa3BUTHC onenka PTC
JIEJIONPOM3BOJIC
TBa B
COBETCKHUX
rOCyIapCTBEHH
BbIX
YUPESKICHUSIX.
Pa3nes 3. Opranusanusi JOKyMeHTAIIMOHHOIO o0ecrieyeHHs1 YIIPaBJeHUs B
Poccuiickoin Penepaunu
3.1 3 2 2 2 CoOecenoBanue
Opranuzanus
JTOKYMEHTAIT!

OHHOT'O




obecrnieueHus
yIpaBlIeHUs
3.2 |Opraamsanus |3 2 2 2 Orenka
ciyx0s1 JJOY. MPAKTUYCCKUX
3aJIaHuH,
KENCOB
3.3 |Opranmzanus |3 2 2 2 Ouenka
JOKyMEHT0000 MPAKTUYECKUX
pota 3aJIaHUi, KEMCOB
3.4 |Peructpanus |3 2 2 2 Ouenka
JOKYMCEHTOB U HpaKTI/IquKI/IX
opraHu3anus 3aI[aHI/II7[,
CIIPaBOYHO- M
HHI()bo MAaIlHOHH KeHeoB,
pMall KOHTPOJIBHBIX
oro
pabor
00CTyKUBaHMSI
3.5 (KouTtposns 3 2 2 Orenka
UCIIOTHEHHSI MPaKTUYECKUX
AOKYyMEHTOB 3aJlaHui, KEHCOB
3.6 3 2 2 CobecenoBanue
Opranuzanus
JIEJIOTIPOU3BOC
TBa 110
IIPEMIOKECHUSIM
3as4BJICHUAM U
Kanobam
rpaxiaaH
3.7 | XpaHenue 2 2 Oruenka
TIOKYMEHTOB B MPaKTUYECKUX
1EeJI0MPOU3BOJIC| 3 3aJlaHuH, KEHCOB
'BE
praHu3aiuu
3.8 |Hampasnenus 2 2 CobecenoBanue
COBEPILEHCTBOB |3
aausa [JOY
18 umoz2o6as
OK3amen KOHMPOJIbHASA
paboma
Htoro 3 18 20 18 20
3. Conep:xanue TUCHUILIUHBI (MOTYJIs1)
Ne | HaumenoBaHue pa3jena Conepxanue
AUCHHUILIMHBI
1 1. Hazunauenue Kypca, HpeleeT, COACpKAaHUE W  3aJjla4u Kypca.




VMCTOYHHKH U JIUTEPATypPa

TepMuHONOTHS OCHOBHBIX TMOHATUH B 001acTH
JeNIoNpon3BoAcTBa,  ee  sBomonus.  OueHka
TEPMUHOB B OT€YECTBEHHOH JIUTEPaATypE.

B3aumocBs3b OpraHu3aluu U
TEXHOJIOTUH TOCYJapCTBEHHOTO JEJIONPOU3BO/ICTBA
c pa3sBUTHEM TOCYIapCTBEHHOI'O ammnapaTa, ero
GYHKIMAMH H  CTPYKTYpOM. [lepnonmsanus
OCHOBHBIX ATAIIOB Pa3BUTHS J€JIONPOU3BO/ICTBA.

OcoOeHHOCTH M 3aKOHOMEPHOCTU PadOTHI C
JOKyMEHTaMH B yupexkaeHusx Poccun B pa3nuuHble
UCTOPUYECKHE TEPHOJbl, MX INPEEeMCTBEHHOCTh B
YCIIOBUSAX J€ATEIIBHOCTH COBETCKOTO U POCCUICKOTrO
rOCYJapCTBEHHOTO arapara.

Mecto Kkypca cpenum JIpyrux H3y4aeMbIX
JVICIIUATUIHH.

OO030p MCTOYHUKOB U JIMUTEPATyphl IO
nenonpou3BoAcTBy B Poccum mo 1917 r.

Jlutepatypa 1O Hay4YHOM OpraHu3aluu
ymnpasieHdeckoro tpyna B 1920 - 1930-x rr., ee
3Ha4YeHHUe 7S U3yUEeHHUs Kypca.

PaGotel mo pnenompousBoactBy  1960-x -
1980-x IT., dhopMHupoBaHKE HOBBIX
palMOHANU3aTOPCKUX HICH W WX OTPaXKCHHE B
UCTOYHUKAX U JIUTEPAType, NEPUOANIECKOH MeyaTu.

CoBpemMeHHasi crelualibHas  JUTEPaTypa,
y4eOHHKH U ydeOHble mocoOus. M3meHeHue
TEMaTUKU HAy4YHO NpakTudyeckux pador B 1900-e -

2010-¢ IT. B CBSI3U C CO3aHUEM
ABTOMATHU3MPOBAHHBIX CHUCTEM JCIIOMPON3BOICTBA,
COBpPEMEHHBIX CPEICTB KOMMYHHKAITIH,

OpPraHU3aAlMOHHON Y BEIYMCIUTEIbHON TEXHUKHU.
JlutepaTypa TIO TEOPHM U MPAKTUKE YIPABICHUS
JOKyMeHTaIrel 3a pyoekoM. OIlleHKa BO3MOXXHOCTH
3aMMCTBOBAHUS 3apy0eKHOTO OMbBITa PabOTHI c
JIOKYMEHTaMH

2.1. Bo3HUKHOBEHHE M Pa3BUTHE

PeFHaMeHTaHI/ISI 3aKOHOJATCIbHBIMU aKTaMH

JeJIONPON3BOACTBA B [ XVI - XVII| BB. oTnenpHBIX CTOPOH CO3JaHUS U
yupexaenusix Poccun XVI - XVII | opopmnenus JIOKYMEHTOB, 00s13aHHOCTEH
BB. “Cy)umnpix” JIIOJICH. Opranuzanus
JICJIONPOU3BOJICTBA B IEHTPAIBHBIX YUPESKICHUSIX
Pycckoro [EHTPATN30BaHHOTO rocyaapcTBa
(mpukaszax), 1 MECTHBIX YUpEXIEHUAX (IMIPUKA3HBIX
n3bax), ero ocooeHHocTH. OCHOBHBIE dTaNbl PAdOTHI
c JTOKYMEHTaMH, JIEIIONIPOU3BOICTBEHHBIC
omneparuu. CtonbioBas ¢popMa AeTONMPOU3BOICTBA.
2. 2. [enonpous3BoacTBO B XapakTepucTrka «I"eHepaibHOTO
yupexxaeHuax Poccun XVl B periiaMeHTa» 1720 T. KakK OCHOBHOT'O

3akoHomarensHoro akta XVIII B. mo opranuzaruun
JIeNIOTIPOU3BOCTBA. PernmaMmeHTanus J0JKHOCTHBIX
0053aHHOCTEH  CIIy’)KalllUX B  3aKOHOAATENbCTBE
XVIII B. Tabens o panrax 1722 r. Ponb cekperaps




B KOJIJIEKCKOM JienonpousBojactBe. OcoOEHHOCTH
TEXHOJOTHH  JISJIONPOU3BOACTBA.  OpraHu3ammus
ApPXUBHOTO XPAHCHHUS JOKYMEHTOB.

«Obmmee yupexaeHue ryoepackoe» 1775T. o
MOPSAJIKE  JEIONPOU3BOACTBA M YCTAHOBJICHHE
HepapXHH B JOKYMEHTHPOBAHWN B3aMMOOTHOIICHHIMA
[EHTPATBHBIX U MECTHBIX YdpexaeHuid. OTauaus
TexHosoruu  nenonpousBojactea  XVIII B, ot
TEXHOJIOTHH MPEANIECTBYIOIIETO MEPHOA.

2.

3. [esiompou3BOACTBO B

yupexaenusax Pocemu  XIX -
Havyajie XX BB.

«O6miee yUpeXKICHUE MUHUCTEPCTB
1811 r. Kak OCHOBHOH 3aKOHOIATEILHBIA aKT I10
€IMHOOOPa3HOMY TMOPSIIKY JEIONPOU3BOJCTBA B
yupexaeHusx  XIX B, Co3gaHue  CHCTEMBI
JIEJIONPOU3BO/ICTBA, COOTBETCTBYIOIICH
€IMHOHAYAJILHOMY TOPSIKY MPUHATHS pElIeHU B
LEHTpaJdbHBIX  yupexnaeHusx Poccunm XIX  B.
PernamenTanus ABM>KEHUS JOKYMEHTOB.

TenpeHIMM pocTta JOKYMEHTOOOOpOTa W
Mepbl IO €ro COKpPAIEHUI0 B 3aKOHOJATEIbCTBE
XIX B. Bnusinue HOBBIX CpEICTB
JIOKYMEHTUPOBAHUS, CBSI3H, KOMUPOBaJIbHOU
TEXHHUKH Ha CHUCTEeMy padOThl C JOKYMEHTaMH.
Pa3pabotka paroHaIbHBIX CUCTEM
JICJIONPOU3BOJICTBA B OTJEIBHBIX BEJOMCTBAX M
3HaUEHUE HTOr0 ONbITa JJIA  IOCJIEIYIOIIEro
Pa3BHTHUS JEIONPOU3BOICTBA.

CoBpemeHHas OIICHKA CUCTEMBI
JIETIONPOU3BOJICTBA JOPEBOIIOIUOHHON Poccun u
€ro BJIMSHHE Ha JallbHEHIee pa3BUTHE CIIOCOO0B U
METOJI0B padOThI C JOKYMEHTaMHU.

2.4.

CraHoB/IeHMe M pa3BUTHE
JeJI0NPOU3BO/ICTBA B
COBETCKHX TOCYIapCTBEHHBIX
yupexRIeHHsX.

[Towcku paroHaIbHBIX (HOPM OpTaHHU3AINH
nenonpousBoacTsa B 1919 -1920-e roasr.

Hayunass opraHm3amnus ympaBJICHYECKOTO
Tpyda Kak Qopma OOIIeCTBEHHOTO MABIKCHHUS 3a
paIMoHaIN3aI|I0 Tocanapara.

Co3nanue HAYYHO-HCCIIEI0BATENbCKUX
WHCTUTYTOB, BEJOMCTBCHHBIX U BHEBEIOMCTBCHHBIX
OpraHoB palroHaIn3aIu, ux
HCCIIeIOBATENILCKAS ISATEIIBHOCTh M MPAKTUYCCKHE
pa3paboTK TO BHEAPEHUIO HAYYHOU OpraHU3aIluu
ympasieHdeckoro tpyaa (HOVYT).

OmnpiT pabotel OTaena agMUHUCTPATUBHOM
texuukn (ATO) HK PKM CCCP, aknuonepHoro
obmectBa  «Oprcrpoity, WHCTUTYTa  TEXHUKHU
YIIpaBIICHUS o paroHaIN3aIuu
JIENIONPOU3BOJICTBA B LEHTPAIBHBIX M MECTHBIX
VUPEKICHUSX.

XapakTepuctuka u  3HaueHHe «OO0mux
MPaBWI JJOKYMEHTAIMU H JIOKYMEHTOO0OpOTa» Kak
MOTBITKA  O0OOIIEHHs] METOJIOB PallMOHAIHU3AINH




JENIONPOU3BOJICTBA W BHEAPEHUS B MPAKTHKY
paboThl  EAMHBIX MpaBuUJl  OpPraHW3allud |
TEXHOJIOTHH JISIIOMPOU3BOJICTRA.

JlesTenbHOCTh ['maBHOTO apXUBHOTO
ynpasinenuss (I'AY) CCCP no wmeroauueckomy
PYKOBOJACTBY JIEIOITPOU3BOICTBOM.
Metoaunueckue pa3paborku 'AY CCCP 1960-x rr.
10 OpraHU3AIMK M TEXHOJIOTHHU JEIOIMPOU3BOCTRA.
Cozmanne u BHeapeHue OCHOBHBIX MOJIOKEHUN
Enunon roCy1apCTBEHHOM CUCTEMEI
nenonpousBojctea (EI'CJl), ee 3Hauenue yist
OpraHU3aIH JCIOMPOU3BOACTBA B YUPESKIACHHUIX U
OpraHH3aIysIX.

AKTUBH3AIUA COBEPIIICHCTBOBAHUS
nenonpousoacTea B 1970-e¢ — 1980-¢ rr. Pa3zButue
TEOPETHYCCKUX M TPHUKIQJHBIX HCCIICIOBAaHUH B

oOnactu COBEPLIECHCTBOBAHUS
JIOKYMEHTAIIMOHHOTO O0ecreyeHust YIIPaBJICHHUS.
®opMUpOBaHUE KOHIEHIUU JOY. Llens,

HazHauenne, coctaB OCHOBHBIX  IOJIOKEHHUH
I'CAOY, xapakTepUCTHKa OCHOBHBIX MOJOXEHUN U
TEMaTUYECKHUX Pa3/eioB.

3.1. Opranuszanus
AOKYMEHTAIlHOHHOTO
o0ecrneyeHus: ynpasBJeHHs

Jlokymenmayuonnoe obecneuerue
YNPAGNeHUsl - 0CHO8A MEXHOJI02ULU YNPABTIeHUs.

[Tonsitue «JIOKyMEHTAlIHOHHOE
obecrieuenue ynpasierus» (AOVY). CoorHomeHue
MOHATUI «J1eJIONPOU3BOICTBOY,
«JIOKyMEHTAlIUOHHOE 00€ecCleYeHne YIpaBICHUN»,
«yTpaBJIEHUE JIOKyMEHTaMn. VYnpasnenue
JOKYMEHTaMH KaK COBOKYITHOCTh JEHCTBUH C
JIOKyMEHTaMU OpraHu3alku c LENBIO
JI0Ka3aTeNbCTBA  MPOBEACHUS  YIPaBJIEHUYECKUX
onepanui. TpebGoBanus K YIPaBJICHUIO
JIOKyMEHTaMHU.

Ynpasnenueckas JEATENIbHOCTh u
JOKYMEHTAI[MOHHOE  OOeclieyeHne  ympaBIeHUS.
JIOKyMeHTallMOHHOE O0ecreueHne yIpaBlIeHUs Kak
GyHKIUS ympaBiIeHHs, €r0 MECTO CpeAu IPYTrux
GbyHKIMA yrnpaBieHus. 3HaYE€HUE JOKYMEHTOB IS
peanu3aluy ynpaBieHUYECKUX pelnieHud. BrusiHue
XapakTepa yIpaBiCHUS, MTPUHIUIOB TPUHITHSI
YOPaBJICHUYECKUX pEUICHUH  Ha OpraHu3aluio M
TEXHOJOTHI0  JOKYMEHTAllMOHHOTO 00ecredyeHus
yIpaBieHUS.

JlokyMeHTalmoHHOE o0ecrnieueHue
yOpaBIeHUS KaK CHCTeMa paboThl C JOKYMEHTaMH.
@dakTophl, BIMAIOINIME Ha €ro OpraHu3alui u
TEXHOJIOTHIO B YUPEKIEHUSX, OpPraHHU3alusixX U Ha
NPEANPUITHSIX ~ PA3JIUYHBIX  OpPraHU3AIMOHHO-
mpaBoBbIX GopM. OpraHu3allOHHBIE, TPABOBEIE,
COLIMaJIbHBIE W TICUXOJIOTHYECKHE aCHEKThI




JOKYMEHTAI[MOHHOTO 00eCTIeUeHUs yIPaBICHHUS.

BinsgHue  aBTOMAaTHM3MpPOBAaHHOM  TEXHOJIOTHU
00pabOTKM  JOKYMEHTOB  Ha  JIOKYMCHTAI[MOHHOE
obecrniedeHue ympaBieHHs..

B3anmocBs3b JIOKYMEHTALIMOHHOTO
oOecrieueHus yIIpaBJICHUS c XpaHEHUEM
JIOKYMEHTOB B apXWBE€ OpraHus3alud W B
TOCyJapCTBEHHBIX apXUBAX.

Hanpaenenus 2ocyoapcmeenozo
pecyiupoBarnus 0eionpou3800Ccmad
6 1990-e — 2000-¢ 200w1.

XapakTepucTUKa  3aKOHOJATEIbHBIX U
HOPMAaTUBHBIX  IPaBOBBIX akKTOB  Poccuiickon
@denepanuy,  periaMEeHTHPYROIUMX  paboTy ¢
JNoKyMeHTamu.  HampaBieHusi rocyaapcTBEHHOTO
peryaupoBaHus. 3aKOHOAATENbHOE 3aKpeIUIeHUEe
o0mMx TpeOOBaHUN K JOKYMEHTAaM U CHCTEMaM

yIpaBIeHHUS. OTBeTCTBEHHOCTh 32 paboTy ¢
JIOKYMEHTaMHU U UX COXPAHHOCTb.
XapakTepuctuka HOPMAaTHUBHO-

METOIUYECKUX JIOKYMEHTOB MEKOTPaCIEBOro
IEUCTBUSL.

3.2. Opranmusauus cayxos1 JJOY.

Opranu3zanuoHHbIE (bopmbl
JOKYMEHTAllMOHHOTO  O0EeCIeueHus: yNpaBICHUS.
daxTopsl, OIpeeIIAIOINe BbIOOP
OpraHU3alMOHHON bopmbI B KOHKPETHOU
OpraHH3aIHH.

OcHoBHas 11eJ1b, 33/1a4U U (PYHKIMU CITY>KOBI
HOV.

Tunosble cTpyKTYypHI cyx0b1 JJOY.

PernamenTanus byHKIUH
MIOAPA3ACIICHAN 0 JIOKyMEHTAllUOHHOMY

oOciy>)xuBaHuio. THMOBBIE U HMHIUBUIyaJbHbIE
nosioxkeHus o cayx6e JJOY. Tunosoit gopmymsp
MOJIOKEHMsI,  COCTaB  MH(OpMaruM,  MOPSI0K
pa3paboOTKU U YTBEPKIECHUS.

JIOIDKHOCTHOM M YMCJICHHBIM  COCTaB
paboTHukoB ciyxk0b1 JJOY. ®yHkuMu pabOTHUKOB
CITyKOBI A0V (cexkperapb CTPYKTYpPHOTO
TIOJIpa3/eIICHHUS], CeKpeTaphb PYKOBOJUTEIS,
MHCIIEKTOP MO KOHTPOJI M T.1.). 3aKperjieHue
OTBETCTBEHHOCTH U TIOJHOMOYMH pabOTHHUKOB
cnyx6b1 JIOY.  JlomkHOCTHasE MHCTPYKLHUS Kak
OCHOBHOM HOPMATHBHBIN JIOKYMEHT,
OTIpeAEIAIOIUN OpraHU3alMOHHO-IIPAaBOBOE
MoJIokeHHe paboTHHKA. DOopMyJsip TOJKHOCTHOM
WHCTPYKIIMH, COCTaB  HMHQOpPMALUH, MOPSIAOK
pa3paboTKU U YTBEPHKIECHUS.

[Tonoxxenue o ciyx6e JJOY u qomkHOCTHAs
MHCTPYKLHUS KaKk  HOpPMAaTHBHasi  OCHOBa




pacmpeneneHus Tpyda MEXIy MOApa3JelieHusIMUA U
WCTIOJTHUTEIISIMH.

WNHcTpykng 1O JOENONpOU3BOACTBY -
OCHOBHOW HOPMATUBHBIN aKT, PErJIaMEHTUPYIOLINA
TEXHOJIOTHIO JOKYMEHTAIlHOHHOTO  OOeCTeyeHUs
ynpaeieHus.  TumoBele W MHAUBUyaJIbHBIC
uHcTpykuuu.  [lopsiok  pa3paboTKu,  COCTaB
nH(popMaLnY, IpaBUiia YTBEPKICHUS U BHEIPCHHUS.
OTBETCTBEHHOCTh COTPYAHHMKOB OpraHU3alMH 32
coOJroieHne TpeOOBaHU MHCTPYKITHH.

HopMmupoBanue Tpyaa paOOTHHUKOB CITyKOBI
JAOY, TunoBble  HOPMATHBBI  BPEMEHU  Ha
JIEJIONPOU3BO/ICTBEHHBIE PA0OTHI.

Pa3merienue CTpyKTYypHBIX MOJpa3ieieHHi
cayx0b1 JIOY. VYcnoBus Tpyna, opraHusanus u
o0opyoBaHuE paboOYUX MECT.

[Topsimok xpaHeHust medareid, OJIAHKOB H
MpaBUja TMOJB30BAaHUS HWMH. OTHKa JEJOBBIX
OTHOIICHUN, TICUXOJIOTMYECKUH acmeKkT paboThl ¢
JTOKYMEHTaMHU. [TonroroBka KaJpoB
JIEIONPOU3BOJCTBEHHBIX  CITYXkO. Dopmbl
MOBBIMICHUS  KBATM(UKAIIMA  CIICIUAINCTOB B

obmactu JIOY.

3.3.
AOKYMEHTO0000poTa

Opranuszanus

Omnpenenenue TIOHSATHUSA
«JIOKyMEHTOO00pOT». OO0mue mnpuUHIUNB |
MCTOAUYCCKHUEC OCHOBBI OopraHusanuunu
JOKYMEHTO000pOTa, ux peanuzanus B
JNEUCTBYIOIUX TOCYJAapCTBEHHBIX HOPMATHBHBIX
JTIOKYMEHTaX.

Ctpykrypa U o0mas XapaKTepUCTHUKa
JOKYMEHTONOTOKOB.  O0BEM JOKyMEHTO0OOpPOTA.
VYyer konuuecTa TOKYMEHTOB.

[Tpuem,  mpoxoxkaeHWe U TOPSIOK
UCTIOJTHEHUS HOCTYMAIOMINX JIOKYMEHTOB.
[lepBuunas AKCIEAUIMOHHAs o0OpaboTka
nokyMeHTOB. IlpeaBaputenbHoe  paccMOTpeHHE
JOKYMEHTOB. Paccmotpenne JIOKYMEHTOB
PYKOBOJICTBOM OpTaHU3aLMU, IPUHATHE PEIICHUs O
XapakTrepe HUX  HUCIOJIHEHHUS. Hampasnenue

JOKYMEHTOB Ha UCTIOJIHEHHE.
JlocTaBka  JOKYMEHTOB  HCIOJHHTEISIM,
NOpSZIOK WX TpuemMa U nepegaud. Paborta
WCTIOJTHUTENS C JIOKyMEHTaMH. DTarbl UCIIOITHEHHS.
[Topsimok 0OpabOTKH OTIPABISAEMBIX JIOKYMEHTOB.
[lpaBuna opraHW3amuu JBWKECHUS BHYTPEHHUX
JOKYMEHTOB. HampaBieHuss COBEpLICHCTBOBaHHS
JTOKyMEHTOO0OPOTa M ITyTH €r0 COKPAIICHHS.
TengeHuuu pocra JOKYMEHTOOOOpOTa B
COBPEMEHHBIX OpraHu3aIHIX. Brusiaue
aBTOMaTH3alMu  00pabOTKM  HMHPOpPMALMU  Ha
KOJIMYECTBEHHBIE " KayeCTBEHHBIC




XapaKTePUCTUKH JOKYMEHTOO0OpOTA.

3.4. PerucTtpauusi JOKYyMEHTOB H
opraHu3zanus CIPABOYHO-
HHGPOPMAIITHOHHOTO
00CIyKMBAHMSI.

Perucrpanuss ~ kak ~ cocTaBHas  4acTb
texHoinorun  JIOY. IlpuHmunel  perucrpauuu
JTOKYMEHTOB

XapakTepucruka COBPEMEHHBIX
perucTpanroHHbIX (GopM, cocTaB WHGOPMAIUU U
MOpANOK MX 3amojHeHus. Pa3Butne cnoco6oB
perucTpanuu B roCy/1apCTBEHHOM
JIEJIONPOU3BO/ICTBE.

B3aumocBsI3p  perucTpanuu JTIOKyMEHTOB C
opraHu3anuein CIPaBOYHO-MHGOPMAITMOHHON
paboThl, opranu3anueil KOHTPOJNS HWCIOJHEHUS H
nocneayouei 00padboTKoi JOKYMEHTOB.

WNunexcupoBaHue JOKYMEHTOB. 3HAUEHHE U
rpaBuiIa dbopMupoBaHus WHJIEKCOB.
NunekcupoBanre  JOKYMEHTOB B YCJIOBHSX
TPaIUIMOHHON 00pPaOOTKH TOKYMEHTOB.

[Ipunuuner mocTpoeHus HWHPOPMALUOHHO-
nouckoBbix cuctem (UIIC) pydyHoro tuma, ux BUIBL.
WNudopmannoHHO-CIIpaBOYHOE o0cCITy’)KNBaHUE
anmapara yOpaBJIEHUS B YCIOBUAX [PUMEHEHHS
aBTOMaTU3UpoBaHHBIX TexHoJorui JJOY. [louck u
HCIIO0JIb30BAaHUE uHbopMaIuu B
aBTomaru3upoBaHHbix UIIC.
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3.5. KoHTpoabr  ucmoJHeHHS
JOKYMEHTOB

dopmupoBaHue TpeOOBaHUI K OpraHU3aINH
KOHTPOJIS WCIIOJTHEHUSI JIOKYMEHTOB B
JIEJIONIPOU3BOICTBE.

3HaueHue KOHTPOJIA 3a CpOKamMu
UCIIOJIHEHUS JIOKYMEHTOB B anmnapare
yIpaBiICHUS. OcHoBHbIE IPUHLIUIIBI ero
OpraHU3aIHH.

3amaun  cayx6e  JIOY 1o  KOHTpoIIO
WCIIOJIHEHUS! JOKYMEHTOB. Kareropuu 10KyMeHTOB,
MOAJIEKAIUE  KOHTPOJIIO Cpoku ucnosHeHus
JOKYMEHTOB. TeXHOIOTUsI KOHTPOJIBHBIX OIEepaInil.

PerniaMeHnTsl  BHYTpEHHEH  OpraHM3aluu
(denepanbHBIX OPraHOB MCIIOJHUTEIBHON BJIACTU
KaK OCHOBAa KOHTPOJII HMCIOJIHEHMsI JOKYMEHTOB B
TOCYyJapCTBEHHOM armapare Poccuiickoit
denepauuu.

OOoOmmenye, aHaaW3 W  MCIIOJL30BaHUE
JAHHBIX 00 MWCIOJHEHUU AOKYMEHTOB B YCIOBHSX
TPAIUIIMOHHOW M aBTOMATU3UPOBAHHON TEXHOJIOTHUH
00pabOTKH JOKYMEHTOB

ABTOMaTH3UPOBAHHBIE CHUCTEMBI KOHTPOJIS
3a CpOKaMH HCIIOJIHEHHUSI JOKYMEHTOB, OIBIT HX
MIPUMEHEHHUS.
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3.6. Opranusanus
1eJIONPOU3BO/ICTBA mno

OO111eCTBEHHO-TIOJIUTUYECKOE U COLIHAILHOE
3HaYCHHE OOpAIICHW TpakJaaH. 3aKOHOAATEeIbHAs




NpPeIJI0KeHUIM, 3asiBJICHUAM H
J)Kay100aM rpakaan

pernameHTanust  paboOTBl ¢ TPEIJIOKEHUSIMU,
3asBJICHUSMH U JKajg00aMU IPak/iaH.

®opMuUpOBaHUE HOPMaTUBHOM 0a3bl,
periIaMeHTHPYIOIIEH  OpraHu3aiuioo  pabdoTel ¢
oOpamieHusIMA ~ TpaXJaH B  TOCYJapCTBCHHOM
amnrmapare.

OcHoBHble 3amaun  ciayx0et  JJOY mo
opraHu3amuy paboThl ¢ OOPAIICHUSIMH TPaXKIaH, e
ocobeHHocTH. Orepanuu 1Mo MpueMy, perucTpaum,
KOHTPOJIFO HCIIOJHEHUS, MPUHATHIO PEIICHUH 10
oOpamenusiM  rpaxaad. Cpoku  HCIOTHEHHS.
TpeGoBaHUs K COACPIKAHUIO OTBETHBIX TOKYMEHTOB.
dopMupoBaHUE U XpaHEHHE NI C MPEIJIOKCHUSIMH,
3asMBJICHUSAMH U kajiobamu rpaxman. O0oOmeHue,
aHAJIM3 W WCIIOJIb30BAaHHWE JIaHHBIX O paboTe ¢
oOpallleHusIMU TpaXk/laH B anmnapare yrpaBiIeHHUS.

Opranu3anus npueMa rpaxiaaH B
TOCYIapCTBEHHBIX YUPEKICHUSIX. DOPMBI U METOIBI
COBEPIICHCTBOBaHUS pabOThl ¢  OOpaIlIeHUsIMU
TpaXJIaH B OpraHax TrOCYJapCTBEHHOW BJIACTH H
yIpaBleHUs, B O0IIECTBEHHBIX OpraHU3aIHIX.

IIpumenenne ABTOMAaTU3UPOBAHHBIX
TEXHOJIOIMM I  HOAIOTOBKH  OTBETOB WU
OpraHu3anuu MHPOPMALMOHHO-CTIPAaBOYHOMN

CIy’)Obl B YYpEXKICHUAX C OOJBIIMM OO0BEMOM
oOpareHu# rpaxiaaH.
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3.7. XpaHeHHe JOKYMEHTOB B
J€JI0NPOU3BO/ICTBE OPraHU3ALUU

OPZCIHLBCII/;M}I mexKyujeco xpanerus
()OKyMeHl’I’ZOB u obecneverue ux COXparnHocmu

OCHOBHBIE IIOJIOKEHHUS 3aKOHOIATEIHLHOMN
periiaMeHTaluu XpaHEeHUs JIOKyMEHTOB B
Poccuiickoit denepanuu. Metoaugeckue
JIOKYMEHTBI 110 OpTraHU3alNHU XPaHEHUSI.

XpaHeHHE  JOKYMEHTOB B CTPYKTYPHBIX
noApa3ACICHUAX OpraHu3aliun OTBCTCTBeHHOCTL 3a
COXpPAaHHOCTb ANOKYMCHTOB. OpFaHI/IBaLII/IH cnpaBquoﬁ
paboThl M TOPAMIOK BBIAYM JOKYMEHTOB BO BPEMEHHOE
II0JIb30BAaHWE  IIPU  XpPaHEHMH B CTPYKTYPHBIX
noApa3aACICHUNAX. XpaHeHHe JOKYMCHTOB Ha
HeTpa):[I/IIII/IOHHBIX HOCUTCJIIAX.

CoxpaHHOCTh JTOKYMEHTOB TpY pPEOpPraHHU3aIiN
W JIMKBU AU OPrt aHHSaHHﬁ.

Homenxnamypa oen

[TonsiTre «HOMEeHKIaTypa Aem». HazHauenue
HOMEHKJIATYpHI Jell. HoMeHKmaTypa Jien kak OCHOBa
CUCTeMAaTH3allMk  JIOKYMEHTOB B  IENAX  HX
MTOCIICYIOIIETO XpaHSHUSI.

TpeOGoBaHMs K COCTABICHUIO HOMEHKIIATYPBI
nen. WX peryiaMeHTanus B 3aKOHOJATEBHBIX
aKTax ¥ HOPMATUBHO-METOAMYECKUX JOKYMEHTaX
MEXKOTPACIEBOr0 AEHCTBUSL.




Bunbel HOMeHKIATYp 1€, UX OCOOCHHOCTH H
Ha3HaYCHHE Meronuka COCTaBIICHUS
HOMEHKJIATYPbI hi () & U3y4eHHe cocraBa
JIOKYMEHTOB,  pa3paboTKa  KiacCH()UKAIUOHHOM
CXEMBI, COCTABIICHHE 3aroJIOBKOB JIel M HX
CHCTEMaTH3alusi C  YYeTOM  yCTaHOBJICHHBIX
TpeOOBaHUIA.

[Topsimok  oopMIIeHHS, COITIACOBAHHS U
YTBEPKACHHUSI HOMEHKJIATYphI J1e1. CpOKH XpaHEHUs
JTOKYMEHTOB

Hcnonb30BaHME HOMEHKJIATypbl JIel B
OIEPaTUBHOM XPaHCHUH M apXUBE OPraHU3alUH.

Opeanuzayus u nops0ox oopmuposanus
oen

[TonsiTue “dopmupoBanue nen’, OCHOBHBIC
TpeOOBaHUS K  TMPOBEACHUIO 3TOH  PabOTEHL
CoBpemeHHass HOpPMaTUBHO-METOAMYECKas 0a3a,
omnpezenstomas TpeboBaHus K GOPMHUPOBAHHIO eI
B JICJIONPOU3BOJICTBE.

dopMmupoBaHUE el B  OpPraHH3aIUaX
pa3IMYHBIX YPOBHEH YIpaBIeHHA. 3aJadul CITyKObI
JIOY u apxuBa opraHu3zanuu Mo 00ecrnevyeHuro
KauecTBEHHOro (OpPMUPOBAHUS JEII. IIpaBuiia
dbopMupoBaHusl B Jela JTIOKYMEHTOB pPa3IMYHBIX
BUJ0B. [IpuHIMIBI cHcTeMaTU3aluu JIOKYMEHTOB
BHYTpH JeIL.

OPZCIHLL?CII/;M}Z IKCcnepmu3bl YeHHocmu

O0OKYMEHmMO8
ITonsTue “aKkcnepTHsa LIEHHOCTHU
NOKyMeHTOB”.  HopmaTuBHO-MeTOIMYeCKHE U

TEOPETUYECKUE OCHOBBI IPOBEACHHUS DKCIIEPTU3BIL.
TpeboBaHUs K IPOBEEHUIO IKCIEPTU3BI IEHHOCTU
JOKYMEHTOB.

Opranu3zanus paboThl  LEHTpaIbHOU
skcriepTHoit  komuccun  (IOK) wu  skcmeprHOi
komuccun (OK) yupexnenus (opraHuszanuu) o
MIPOBEACHUIO DKCIIEPTU3bl LIEHHOCTU JOKYMEHTOB.
[Tonoxxenne o0 skcnepTHO kKomuccuu. [IpaBa u
(GYHKIIMH SKCIIEPTHOM KOMHCCHH, TOPSJIOK €€
paboThL. JloxymeHnTupoBanue JEATETbHOCTH
OKCIIEPTHOM  KOMHCCHM.  OTambl  MPOBEACHUS
9KCIEPTHU3bl LIEHHOCTH TOKYMEHTOB. OdopmieHue
Pe3yabTaTOB HKCIEPTU3BI IEHHOCTH TOKYMEHTOB.

[TonsiTne “repedeHb JTOKyMEHTOB”.
Hasnauenune wu HCIIOJIb30BAHUE IIEpPEYHEH B
Ka4yeCTBE OCHOBHBIX MCTOYHHMKOB IO YCTAHOBIICHHUIO
CPOKOB XpaHeHHMs U oOecrneueHus eJMHCTBA
ONEPaTUBHOTO XpaHEHUS JTOKYMEHTOB B
JIEJIONIPOU3BO/ICTBE U aPXUBE OPTaHU3ALUU.

TumoBble W BEAOMCTBEHHBIE  IEPEYHM.




Hcnons3oBanue  nepedyHed I COCTABIICHMS
KJ1accu(hUKaTOPOB U HOMEHKJIATYP /.
Iloozomoska u ogpopmnenue oen

Yuudukanus  TpeboBaHMIA K Jenam,
claBaeMbIM B apxuB. HopMaTHBHO-MeTOIMYECKHE
JOKYMEHTBI ~ MEXOTPaclIeBOro  JCHCTBUS 00
o opMIICHHH JIEIT.

OcHoBHBIE TpeOOBaHUS K OPOPMIICHHIO JICII.
[TonmHoe u wactuyHoe opopmienue nen. IlogmuBka
nen. Hymepanus nuctoB. 3aBepuTelbHAs HAJITUCh.
Buytpennsiss onuck. OcdopmieHue OOJTOKKH el
MIOCTOSTHHOTO Y BPEMEHHOT'O XPaHCHUSI.

Onucu Oen
IlousTue «OITHCH JIeI. [IpaBuiia
COCTaBJICHUS OITHCU IS CTPYKTYPHOTO
MOpa3ACIICHHS. Buner omumceit.  OdopmiteHue

OIIMCH JIeJI CTPYKTYPHOTO HOIPa3IEICHUS.
llopsidok nepedauu den 6 apxue
opeanuzayuu

Ilepenaya nmen B apXuB  OpraHU3alMH.
Bzaumoneiicteue ciayx6sr JJOY u apxuBa mnpu
(GOpMHpPOBAaHMM  OCHOBBI ISl IOCIIEAYIOIIETO
XPAaHEHUS U UCIOJIb30BaHUS TOKYMEHTOB. EquHCTBO
OpraHu3alu JOKYMEHTOB B JIEJIONPOU3BOJICTBE U
apXuBe.
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3.8. Hanpasienus
cosepmieHcTBOBaHusA 10Y

VYnpapneHue TOKyMEHTaMH KaK 4acTb CHCTEMBI
ynpaBneHus: kadecTBoM. CraHmapTu3anusi IpOLEIyp
yhnpaBlieHHs] JAOKYMEHTaMH KaK METOAWYECKass OCHOBa
JESITEIIBHOCTH CITYKO JIOKYMEHTAIHOHHOTO 00eCTIeYeHHsI
YHpaBIeHHS B POCCUHCKUX OpraHU3alHAX.

Pa3zBuTHe perinaMeHTanuu IOKYMEHTAHOHHOTO
obecrieyeHus ynpasieHus. Pollb TUTIOBBIX PEriiaMeHTOB
OpraHOB TOCY/JapCTBEHHOM BIACTH W YIOpPaBICHHUS B
pEryJIUpOBaHUN JOKYMEHTALMOHHOIO 00eCHeueHus HX
JesITeNbHOCTH. BHyTpeHHHE peryiaMeHThl OpraHu3anni.

CoBepieHCTBOBaHNE JIOKYMEHTAI[IOHHOTO
o0ecriedeHus ynpaBiIeHus B TOCYJapCTBEHHOM armapare,
OpraHu3alMAX  pa3auyHbIX  (GOopM  COOCTBEHHOCTH
(TrocynapcTBEHHBIX u HErocyJIapCTBEHHBIX).
YnopsiioueHne OpraHu3allMOHHBIX (OPM U METOJIOB
paboThI ¢ TOKYMEHTaMHU.

Pernamenrtauus ~ QyHKOMH, CTPYKTypel U
OpTraHU3aIMOHHO-TIPABOBOTO MOJI0KeHUs ciry)0 [JOVY.

Bnusinue HOBBIX  MH(OPMAaIMOHHBIX
TEXHOJIOTHH Ha COBEPIICHCTBOBAHHE YIPaBICHUYECKOIl
nestenpHocTH U JJOY.

4. O0pa3oBaTesIbHbIC TEXHOJIOTHH
Oo0pa3oBaTe/ibHbIE TEXHOJIOTUH

Buasbl yueOHBIX

HaumeHoBaHue pa3aesia .
3aAaHATHUH

Oo0pa3oBaTebHbIE TEXHOJIOTUN

2 3

5




IIpenmer, conepxkanue, |Jlexuus 1. BBoaHast jekmus ¢ NCIoab30BaHUEM
3aa9u Kypca BHJICOMATEPHATIOB
IToaroroBka K JEKIHH C UCIIOJIb30BaHUEM
CamocrosTenbHas |mpaBoBeiX 0a3 «KoHcymsTanTy, «l'apant» u ap.,
paborta calita «Zakonbase»: 3akoHoaTenbHas 0a3a
Poccuiickoit @enepanuu
Bo3nuknoBenue u Jlexmms 2. Jlexuusa-6ecena

pasBuTHE
JEJIONPOU3BOJICTBA B
yupexaeHusx Poccuu
XVI - XVII BB.

JlabopaTopnoe 1

PaGota ¢  MeTogMuyeckMMU ~ MaTepHanaMu,
KOJUICKIIMSMH JJOKYMEHTOB (OHAA J1adopaTopuu
JIOKyMEHTOBEICHUS

[TonroroBka K JEKIHU C KCIOJIB30BaHHEM (OHIOB
OoubmmoTexn PITY u naboparopuu
JOKYMEHTOBEICHHSI U MPAKTUYECKOMY 3aHSTHIO B

CamocTosTeNnbHast [COOTBETCTBUM C METOAWYECKUMH YKAa3aHUSIMH 110
pabora BBITTOJTHEHUIO IPAKTHUECKUX 3aHATHH.
Jemonpon3BoJCTBO B Jlexmmst 3. Jleknusi-Oecena
yupexaeHusx Poccuu
XVIII B JlaGopaTtopHoe PaboTa ¢ MeToUECKUMH MaTepuaiamMu,
3aHsTHE 2. KOJIJICKIIMSIMU JIOKYMEHTOB (OH/IA JT1a00paTopuu
JIOKYMEHTOBECHHUS
[MoaroroBka K JIEKIIMU C UCIIOJIb30BaHUEM (DOHIIOB
OoubnmoTexn PITY u naboparopuu
CamocTosiTeNnpHas |IOKyMEHTOBEIEHHSI U NPAKTHYECKOMY 3aHSTHIO B
pabota COOTBETCTBHH C METOJMYECKHMHU YKa3aHHSIMHU TIO
BBIMOJIHEHHUIO PAKTHYECKUX 3aHITHH.
Henonpou3BoAcTBO B Jlekusa 4. Jlexkmus-0ecena
yupexaeHusx Poccun
XIX - mavane XX BB.
JlabopaTopHoe Pabora ¢ MeToIMYECKUMH MaTepUaIaMH,
3aHsATHE 3. KOJUJIGKIIMSIMH IOKYMEHTOB (OHIA 1ad0paTopuu
JIOKYMEHTOBEICHHS
[ToaroroBka K JIEKLIMU C MCIIOJIb30BaHWEM (DOHIOB
CamocrosiTensHast |OnOIMOTEKH PITY u naboparopuu
pabora JIOKYMEHTOBEJICHHSI M TPAKTUYECKOMY 3aHSTHIO B
COOTBETCTBHM C METOJMYECKHMHU YKa3aHHUSIMH IO
BBINOJIHEHHUIO NPAKTHUECKUX 3aHIATHH.
Cranosnenue u pa3sutue |Jleknus 5. Jlexuusa-nuckyccus
JIEIIONIPON3BOJICTBA B
COBETCKHUX CamocrositensHas |[loaroroBka K JEKIMU C UCTIONIB30BaHUEM (OHIIOB
rOCyAapCTBEHHBIX pabora o6ubnmorexu PI'TY u nabopatopun
YVUPEHKICHUSIX JIOKYMEHTOBEICHUsI/
Opraam3anus Jlexmusa 6. [TpobnemHas JeKIus




JAOKYMCHTAIUOHHOT'O

obecrieueHns CamocrosrensHas |[ToaroToBKa K JEKIUH C NCTIOIH30BAaHUEM
yTIPaBJICHUS pabora npaBoBeIX 0a3 «KoncymnbranT», «["apanT» u ap.,
caifta «Zakonbase»: 3akoHomaTensHast Oa3a
Poccuiickoit @enepanyu
7. |Oprannzanus cnyx0st  |Jlexumu 7 Jlextust ¢ pa360pOM KOHKPETHBIX CHTYAITHA
i(0)%
Pabora ¢ MeToAMYeCKUMH MaTepHaTaMH
1a00paTOPUH JOKYMEHTOBEICHHS
JIabopatopHoe
3aHsTHE 4. [ToaroToBka K JEKIHHU C MCHOIb30BaHUEM (DOHIOB
OMOIHOTEKH PITY u nmabopaTopuu
JOKYMEHTOBEJCHHSI M IMPAKTUYECKOMY 3aHSITHUIO B
COOTBETCTBHHM C METOJMYECKHMHU YKa3aHHUSMH IO
BBITIOJTHEHHIO MPAKTHYECKHUX 3aHATHI/
CaMocTosTenpHas
pabota
8. |Opranuzamus Jlexuus 8. Jlexums ¢ pa360poM KOHKPETHBIX CHTYaIHH
JIOKyMEHT0000poTa
PaboTa ¢ MeToMUECKUMH MaTepruataMu
71a00paTOPUH JOKYMEHTOBEICHHS
JlabopaTtopHoe
3aHsTHE 5. [MoaroroBka K JIEKIIMU C WCIIOJIb30BaHUEM (DOHIOB
OouOIHOoTEKN PITY u naboparopuun
JOKyMEHTOBEACHHUS M TPAKTHYECKOMY 3aHITHIO B
COOTBETCTBHHM C METOJMYECKHMHU YKa3aHHSIMH IO
BBITIOJIHCHHIO TIPAKTUYECKHUX 3aHITHIT/
CaMocTosTenpHas
pabora
9. |Perucrpanus Jlexuus 9. Jlexums ¢ pa36opoM KOHKPETHBIX CHTYaIHA
JIOKYMEHTOB |
OpraHM3aIys CIIPaBOYHO-
UHPOPMAITUOHHOTO PaboTa ¢ MeToMUECKUMH MaTepruataMu
00CTyKUBaHUS nabopaTopuu TOKYMEHTOBEICHHS
JlabopaTtopHoe
3aHsTHe 6.
[MoaroroBka K JIEKIIMU C UCIIOJIb30BaHUEM (DOHIIOB
Ooubnmorexn PITY u naboparopuu
JOKYMEHTOBEICHUSI U INPAKTHYECKOMY 3aHITHIO B
COOTBETCTBHH C METOJMYECKHMHU YKa3aHHSIMHU IO
BBITTOJTHEHHUIO TIPAKTUYECKUX 3aHITHH
CamocrosiTenpHas
pabora
10. |KonTpons ucnonaenust  |Jlexrms 10. Jlextus ¢ pa360pOM KOHKPETHBIX CHUTYaITHi
JIOKYMEHTOB
[ToaroroBka K JEKLUUH C HCHOIB30BaHHEM (OHIOB
o6ubnmorexu PI'TY u naboparopun
CamocTrosiTenbHas |JIOKyMEHTOBEICHHSI
pabora
11. [Opranuzarus Jlexnms 11. Jlexuusa-6ecena
JIEJTOTIPON3BOJICTBA TIO
TPEJIOKEHHSIM,
3agBJIeHUsM U kanodam |CamocrosarenbHas (IIoAroToBka K JEKIMU C UIOIB300BAHUEM
pabora mpaBoBeIX 0a3 «KoucynsTanT», «l'apanaT» u ap.,

caiita «Zakonbase»: 3akoHOIarenpHas 0asza




Poccuiickoit @enepaiuu
12. | Xpanenne 1okymMeHTOB |Jlekiun 12 Jlexuust ¢ pa300pOM KOHKPETHBIX CHTYalHi
8 IEJIOITPOU3BOJICTBE
DpraHM3aLii Pabora ¢ MeTomuyeckuMH MaTepUaIaMu
J1a00PaTOPUU JIOKYMEHTOBEICHUS
JlaGopaTopHoe
3aHsATHE 7.
[MoxroroBka K JEKIUH C HMCIOJIB30BaHUEM (DOHIIOB
OMOINOTEKH PITY u nmabopaTopuu
JIOKYMECHTOBEJICHHUST M TMPAKTUYCCKOMY 3aHSATHIO B
COOTBETCTBUM C METOJUYCCKUMHU YKa3aHUSIMHU I10
BBITIOJIHEHHIO MMPAKTHUECKUX 3aHITHH
CaMocTosTeIbHas
pabota
13. [Hanpasnenus Jlexnus 13. [IpobGiieMHas nekuus
COBEPIIICHCTBOBAHUS
J0Y
CamocrosTenbHas |[IoAroToBka K JEKIUK C UCIIOIB30BaHUEM (DOHIIOB
paborta oubnmortexu PI'TY u maGoparopun
JIOKYMEHTOBEICHUS

5. OneHka IAHUPYEMBIX Pe3yJbTATOB 00y4eHUsI

5.1. CucTeMa oLleHUBAHU A

dopma KOHTPOJIS Makc. KOJTHIeCTBO 0alIoB
3a onHy paboTy Bcero
Tekyuiuii KOHTPOJIb:
- cobecejoBaHNE 5 bamos 15 6annos
- OIICHKA JJADOPATOPHBIX 3a/IaHUH, KEHCOB 5 b6ayioB 25 6aiioB
- KOHTpOJIbHAs paboTa (Tembr 2.1-2.3) 5 6amos 5 6amnos
- KOHTpOJIbHAs padoTa (Tembi3.1- 3.4) 5 6annos 5 6amos
-PTC
5 Ganmos 10 6amtoB
[IpomerxyTouHas aTTecTauus 40 6aiioB
(3KK3aMeH)
Hroro 3a cemecTp (IMCIUILTHHY) 100 GayutoB

ITomy4yeHHBIN COBOKYITHBIN PE3yJITAT KOHBEPTUPYETCS B TPAJAUIMOHHYIO KAy OLIEHOK U B

LKAy OLlEHOK EBpONENCKON CuCTEMBI 1ep

eHoca 1 HakorieHus kpenutos (European Credit

Transfer System; ganee — ECTS) B cOOTBETCTBHUHU ¢ TabJIUIIEH:

100-6ammpHast TpaimonHas mkana [kana
IKaza ECTS
95100 OTJIMYHO A

83 -94 B

68 — 82 XOpOIIIO 3a4TEHO C

28 : gg YJIOBJIETBOPUTEILHO E

20— 49 FX
0-19 HEY/IOBJICTBOPUTEIHHO HE 3a4TEHO F







5.2.KpuTepuu BbICTABJIEHHS] OLIEHKH M0 JUCHHUILUIUHE

Banael/
HIkaJuaa
ECTS

OuneHka mo
JUCHUILIMHE

Kpurtepuu oneHkn pe3yibTaToB 00y4eHuUs 10
AUCLHMILIAHE

100-83/
AB

«OTIUYHOY/
«3a4TEHO
(oTI4HO)»/
«3a4TEHO»

BricTaBnsiercs oOydaromeMycsi, €Ciu OH ITyO0Ko U
IIPOYHO YCBOWJI TEOPETUYECKUM U NIPAKTUYECKUI
Marepuai, MOXeT IPOJAEMOHCTPUPOBATH 3TO HA 3aHATUAX
U B XOJI€ IPOMEKYTOYHON aTTECTALIUU.

OO0yyaromuiicss HICUYEPITBIBAIOIIE U JIOTUYECKUA CTPOMHO
U3JaraeT yueOHbIi MaTepuall, yMeeT yBsI3bIBaTh TEOPHUIO C
MIPAKTUKOM, CIIPABIISECTCA C PEIICHUEM 3aJad
npo¢ecCHOHATLHON HANPaBIEHHOCTH BHICOKOTO YPOBHS
CJI0KHOCTH, PAaBUILHO OOOCHOBBIBACT MPUHSTHIC
pelIeHus.

CB00OIHO OpUEHTUPYETCS B Y4eOHOH U
npoeCCHOHATILHOM JINTepaType.

OneHka 0 JUCLUIUIMHE BBICTABIISIOTCS 00Y4arOIEMYCs C
YYETOM PE3YIbTATOB TEKYLIEH U POMEKYTOYHON
aTTECTALUN.

Komnerenuuy, 3akpenia€éHHuble 3a JUCUUTIIMHOM,
c(OpMHPOBAHBI HA YPOBHE — «BBICOKHI.

82-68/

«XopouIoy/
«3a4TEHO
(xoporto)y»/
«3a4TCHO»

BricraBisercs o0yyaromemycs, €Cii OH 3HaeT
TEOPETHYECKUMN U MPAKTUYECKUN MaTepHall, IPaMOTHO U 110
CYILLECTBY M3JIaraeT €ro Ha 3aHATHSAX U B XOZE
IIPOMEKYTOYHON aTTECTAllMU, HE JTOIYCKasl CyLIECTBEHHBIX
HETOYHOCTEH.

OOyyaromuiics MpaBUJIbHO IPUMEHSET TEOPETHUUECKHE
MIOJIOXKEHUS IIPU PELICHUU TPAKTUYECKUX 3a1a4
npodeccnoHalbHOM HAaNIPaBIEHHOCTH PA3HOTO YPOBHS
CJIO’KHOCTH, BJIa/Ie€T HEOOXOUMBIMHU I TOT'0 HABBIKAMU
U IPUEMaAMH.

JIOCTaTOuHO XOPOIIO OPUEHTHPYETCS B yUeOHOH U
npodeccnoHanbHOM TUTEpaType.

OneHka 1Mo JUCHHUIUIMHE BBICTABISAIOTCS 00YYarOIEMyCs C
Y4ETOM pE3yIbTaTOB TEKYIIEH U IPOMEKYTOYHOU
aTTeCTaluu.

Komniereniuu, 3aKkpeni€éHnble 3a JUCUUIITMHOM,
c(OPMHPOBAHBI HA YPOBHE — KXOPOIIUH».

67-50/
D,E

«Y/IOBJIETBOPH-
TEIBHOY/
«3aYTEHO
(ynosnerBopu-
TEIBHO)»/
«3a4TEHO»

BricTaBisiercs oOy4daromeMycsi, €Cii OH 3HaeT Ha 0a30BOM
YPOBHE TEOPETUUECKUI U MPAKTUYECKUI MaTepuall,
JIOITyCKAET OTAEIbHBIE OIINOKY MPH €ro U3JI0KEHUH Ha
3aHATHUSX U B XOJI€ IPOMEKYTOUHOM aTTECTALUH.
OOyyaromuiics UCIBITHIBAET ONpeIeIEHHbBIE 3aTPYAHCHUS
B IPUMEHEHUH TEOPETUUECKUX MOJIOKEHUH NPU PELIEHUH
MIPAKTUYECKHX 3a/1a4 PO(EeCCUOHAIBHON HAlpaBIEHHOCTH
CTaH/IapTHOI'O YPOBHS CII0KHOCTH, BJIAJIEET
HE0OXOIUMBIMHU IS 3TOTO 0a30BBIMHM HAaBBIKAMU U
IPUEMAMH.

JleMOHCTpUpYET JOCTaTOYHBIM YpOBEHb 3HAHUS yU4eOHOU
JIUTEPATYPBhI 110 TUCHUIIIMHE.




Banasl/ Ounenka nmo Kpurtepun oneHkn pe3y1bTaToB 00y4eHUs 10

Ikana AUCHMILIAHE AUCHMILIAHE
ECTS

OneHka no JUCHUILTMHE BBICTABISIOTCS 00ydarolemMycs ¢
y4E€TOM PE3yNbTATOB TEKYIIEH U TPOMEKYTOUHON
aTTeCTaluu.

Kommniereniuu, 3aKkpeniénnple 3a JUCUUILTMHON,
c(hOpMHUPOBAHBI HA YPOBHE — «IOCTATOYHBIN».

49-0/ «HEYZOBIETBOpUTE | BricTaBisieTcst oOyyaromemycs, ecii OH He 3HAeT Ha
F.EX JTBHOY/ 0a30BOM ypOBHE TEOPETUYECKHIA U TPAKTUIECKUI
HE 3a4TEHO MaTepuail, JI0MycKaeT rpyOble OIUOKH P €ro
M3JIOKEHHUHU Ha 3aHATHUSAX U B XOJI€ IPOMEKYTOUHOMN
aTTECTaIlHH.

OOyu4aronuiicsi UCTIBITHIBACT CEPhE3HBIC 3aTPYAHECHUS B
IIPUMEHEHUH TEOPETUUECKUX TI0JI0KEHUH NIPU PELICHUH
MPAKTUYECKHX 33124 MPO(HECCHOHAIBHOW HAIPaBICHHOCTH
CTaHJapTHOI'O YPOBHS CIIO)KHOCTH, HE BJIaJIeeT
HEO0OXOIMMBIMHU ISl 3TOTO HaBbIKAMU U IPUEMaMHU.
JleMoHCTpHpYET (pparMeHTapHbIe 3HaHUS y4eOHOM
JUTEPATYPBI 110 AUCLUILIMHE.

OneHka 1o JUCHHUIUIMHE BBICTABISAIOTCS 00YYarOIEMyCs C
y4E€TOM PE3YNbTATOB TEKYIIEH U TPOMEKYTOUHON
aTTECTaLlUN.

Komnerenumn Ha ypoBHE «JIOCTaTOUYHBIN», 3aKPEIUIEHHBIC
3a AMCLUUILUIMHON, HE COPMHUPOBAHBI.

5.3. OueHo4Hble cpeAcTBa (MaTepHAJIbI) AJIsl TEKYLIEro KOHTPOJISA yCleBaeMOCTH,
NPOMEKYTOYHOH aTTeCTAlUH 00y4aKOLIUXCS M0 JUCHUILINHE (MOOY10)

Keiicbl 10151 Tekyleil arrecTamum:

1. CymiecTByeT 1M B HACTOSIIIIEE BpEMsI TOCYIApPCTBEHHOE PETYJIMPOBAHUE BOIIPOCOB,
CBSI3aHHBIX C TEXHOJIOTHEH 00pabOTKU JOKYMEHTOB (HalpuMep, ONpeIeICHbI JIU TUTIOBBIS
omnepanuu 00paboTKH TOKYMEHTOB, UX MOCJIEI0BATEILHOCTD) B YUPEKICHHIX, OpTaHU3AIUIX U
Ha MPEeANPUITUIX CTPAHBI?

Kakumu 1okyMeHTaMu JOJKHBI HIIM MOTYT PYKOBOJCTBOBAThCA KOHKPETHBIE CTPYKTYPhI
P PELLIEHNU JaHHOTO Bompoca?

2. Jlns pemeHus KakuX 3a/1aq UCTIOIb3YIOTCS TOCYIapCTBEHHBIE CTAaHAAPTH B cepe
nenonpou3BojacTea? Hazopure Takue cTaHaapThI.

Kakum 00pa3om opraHu3aius MOXKET JOOUThCS OT CBOMX Pa0OTHUKOB 00SI3aTEILHOTO yueTa
nostosxkerut 'OCT?

3. OxHol u3 BaXHEHIINX SIBIISIETCS PpoOieMa COXPAaHHOCTH (XpaHEHUs1) IOKyMEHTOB
opranusanuii. Kakumu npaBoBbIMH aKTaMHU U TOCYJIapCTBEHHBIMHU MEKOTPACIEBBIMU
JIOKYMEHTaMU CJIeIyeT PyKOBOACTBOBATHCS MIPU €€ PELICHHUH:

3aKOHOJATENbHbIE OCHOBBI XpaHEHMSI IOKYMEHTOB

WHb1e mpaBOBBIC aKTHI, OMPEIEISIONINE PEIICHUE BOPOCOB, CBSI3aHHBIX C
COXPAaHHOCTBIO (XpaHEHHEM) JOKYMEHTOB




HopmatuBHO-MeTOIMYECKHE TOKYMEHTHI, COAEPIKAINE METOINKY paOOTHI 1O
ONEPATUBHOMY XPAHEHUIO JOKYMEHTOB M MOJATOTOBKE MX K Mepeadye B apXUB OpraHu3aluu

4. PyKOBOJMTEINb NPEANPUATHS PACTIOPAINAIICA MTOJTOTOBUTD IOKYMEHTBI, KOTOPbIE
JIOJKHBI PETJIAMEHTHUPOBATH JAEATEILHOCTH cykO0b1 JIOY (kKaHuensipun), OpraHu3anuio u
MOPSIIOK pabOTHI C TOKYMEHTAMH.

Bruno paspaborano Ionoxenne 00 HHPOPMAIIMOHHON TOJIUTHKE, OJIUH U3 Pa3JICIIOB KOTOPOTO
HasbIBaIcs «Opranu3anus padoThl ¢ JOKYMEHTHPYeMOii nHhopMarueit». B paszaene 3akperuisics cratyc
KaHIEISIPUH KaK CITY>KOBI JeTOPOU3BOJICTBA M (DYHKITUH €€ COTPYIHHUKOB IO paboTe ¢ JOKYMEHTAMH.

Omnpenenvre, Kakue OpraHM3allMOHHBIE JOKYMEHTHI 3aMEeHII c000ii pazaen «Opranuzanus
paboThI ¢ TOKyMEeHTUpyeMoi uHopmarnmein». [IpaBoMepHa jiu Takast IpakTuka?

Kakoii emme BHyTpeHHHIT HOPMATHBHBIN TOKYMEHT CIIEOBAJIO0 pa3padoTaTh, YTOOBI YCTAHOBUTH
€MHBIHN MOPSIIOK AETOMPON3BOACTBA HA TIPEATPUITHH?

5.0mnpenenute nopsaok cocrasicHus u opopmieHus [lonoxenus o cinyxoe JJ0OY:

" pa3pabatbiBaeT (KT0?)

. MTOAMHCHIBaET (KTO?)

. JIOJI’KHO OBITh COTJIACOBaHO (C KeM?)

" yTBepxAaeT (KT0?)

= BBOJIUTCS B ACHCTBHUE (KEM HIIH UeM?)

. nognexart nepecMmoTpy (Npu Kaknx
obcToAaTenbcTBax?)

3anoaHUTe MPOIYCKH.

6. PaspaboTaHHaa B opraHnsaumm MHCTpyKUMA No Ae/10MNPOn3BOACTBY COAEPKUT caeaytolme
TemaTu4eckue pasgenbl:

- Opranusaius T0KyMeHT0000poTa

- Perucrpanus 10kyMeHTOB

- KoHTpoib 3a NCNIOTHEHNEM TOKYMEHTOB

- Homenxknarypa nen

- XpaHeHne JOKYMEHTOB B CTPYKTYPHBIX MTO/Ipa3AeIeHHIX.

OtpaxxeH T B HHCTPYKIIUU BECH MTPOIIECC PabOTHI C IOKYMEHTaMH?
Ecam mer, kakumu pazgenaMu Bel ObI JOTIOTHIIN JaHHBIA JJOKYMEHT.
O0ocHyliTe CBOE pelICHHE.

7. IHCTpYKUWMA NO Ae10NPOU3BOACTBY — 3TO 0653aTeNbHbIN LOKYMEHT 414 BCeX paboTHMKOB
OpraHM3aLMmM AN TONbKO A4S ee CayKbbl 4en0npom3BoaCcTBa?
Kto u xakum 00pazom onpeenser chepy pacnpocTpaHeHHs JaHHOTO JOKyMeHTa?

8. Komnanust UMeeT HECKOJIBKO OTJEIIEHUH, OJTHO U3 KOTOPBIX PACIIONAracTCsl B TOM K€
3JTaHUH, YTO U LEHTpalIbHbIN oduc. Jlpyrue oTaeeHns pacioiokeHbl B pa3HbIX pailoHax
ropoja.

Kak Oyzaer oprann3oBaH JOKyMEHTOOOOPOT KOMIIAHUU B 3TOM cllydae: OyJeT Ju
HEHTpaJIbHBIN 0(uc paboTaTh CO BCEMH JJOKYMEHTaMHU KOMITAaHUH (OCYIIECTBISATh
LEHTPaIN30BaHHBINA IPUEM BCEX TOKYMEHTOB, X PETUCTPALIMIO, BECTH CIPAaBOYHYIO padoTy,
KOHTPOJIb 32 UCIIOJTHEHHUEM JIOKYMEHTOB U T.J.) WM nepenact 3Tu GyHKuu B otaeneHus? Ecnu
nepeaact, kakoBa Oynet poiib ciyk0s1 JIOY nentpansHoro oduca? Kak Oyayt padborats ¢
JIOKYMEHTaMH OT/AEJICHUs, HAXO/SAIIEMCS B TOM e 3/1aHUH, YTO U HEHTpaIbHbIN oduc?

9. IlepBuuHast 06pabOTKa TOKYMEHTOB, TOCTYIUBIIMX B KOMIIAHHIO IO TIOYTE, CBOAUTCS K
cieyroneMy. PaOOTHUKY, BBITOTHSIOIINE Ty ONEPAIHIO, BCKPBIBAIOT U TYT K€ YHHUTOXAIOT KOHBEPTHI,
MPOCTAaBJISIFOT HAa BCEX JJOKYMEHTAX, B TOM YHciie, (PUHAHCOBBIX, OYXTaITEPCKUX U T.I1., IITAMII O



MOCTYTUIEHUH IOKYMEHTa B OPTaHU3AINIO U [IEPEJAI0T NX HHCIIEKTOPY MO peructpanuu. Mucmekrop
MPOCMATPUBAET JOKYMEHTHI H (UKCHUPYET B PETUCTPALIMOHHBIX (hopMax, MIOMUMO MPOYUX CBEJICHHIH,
KOJIMYECTBO JIUCTOB U HATUYKE MPHIOKCHUHN K JOKYMEHTaM.

Onpenenure, Kakue TPeOOBaHMS K MPOLIECCY MEPBUYHON 00pabOTKY JOKYMEHTOB B JJAHHOM
Cly4ae HapyIIAloTCs, M KaKMe HEraTUBHBIE MOCIIEACTBUS 3TUX HAPYIICHUH 11T KOMITAHUN MOTYT
MIPOSIBUTHCS BIIOCIIEICTBUH .

10. ITomMOUTHUK PyKOBOIUTENS, IPEIBAPUTEIHHO MTPOCMOTPEB TOKYMEHTAIIHIO, TOCTYTIHBIITYIO B
OpTaHM3aIHIO, BCIO €€ MepelaeT PyKOBOJUTENIO. B manky ¢ ToKyMeHTaM# BKJIabIBAETCS TICHMEHHBIH
KOMMEHTapHUH 0 COCTaBE MOCTYMHUBIINX JOKYMEHTOB, KOPPECIIOHACHTAX, aipecaTax U COACPKAIIUXCS B
KaXJIOM IOKYMEHTE BOIpPOCax.

B gem cocTonT Ha3HaUEHHE OMEpAINH «IIPEABAPUTEIEHOE PACCMOTPEHUE IOKYMEHTOBY ?
[IpaBuIBHO T €r0 MOHUMAIOT B TAHHOW OpraHu3auu’?

11. OGm1ast TexHONOTHA PAOOTHI C JOKYMEHTAMH B OPTaHU3AIlNN COCTOUT M3 THITOBBIX OMEPAINii:

. IpUEM JOKYMEHTOB;

. nepBUYHast 00paboTKa JOKyMEHTOB,;

u

. perucTpanus;

. paccMOTpPEHHE JOKYMEHTAa PYKOBOAUTENIEM U OIPE/EIICHHE XapaKTepa PeIeHUs

BOIpoca (Pe30IIroIus);

. IMOCTaHOBKA NOKYMCHTA Ha KOHTPOJIb,
. MOJITOTOBKA MTPOEKTA IOKYMEHTA;

. oopmIleHHE ¥ COTJIaCOBAHHUE;

. yJIOCTOBEPEHHUE;

[

. OTITpaBKa M3 OpraHU3aIlny;

JlomonHuTe epedeHs HeTOCTAIONUMU OTIEPAIIASIMH

12. B cOOTBETCTBUY C TOCYIaPCTBEHHBIME MEXOTPACIEBBIMU JOKYMEHTaMU B MHPOPMAIIMOHHO-
MMOMCKOBYIO CHCTeMY 110 IokyMmeHTam opranuzamuu (MIIC) Bxonsat: peructpanms, HHIASKCaus,
(dhopMupoOBaHUE JIEeI.

KaxoBo nHaznauenne kaxaoit cocrapisromeid UTIC? Uto mo3BoiseT 00beAMHUTD UX B OJTHY
cuctemy? Kak oHM MOTYT UCTIONB30BATHCA MTPH MOUCKE JOKYMEHTHON MHPOpMan?

13. B perucrpanuonubie popMbI BXOASIINX TJOKYMEHTOB OpraHU3aIHs BHECIA CIIeYIOIHE
JIaHHBIE:

Jata MoJy4eHHs], BXOSAIINI peruCTpainoHHbI HOMEp, KOPPECTIOHICHT, HOMEp H JaTa
JOKyMEHTa, KPaTKOe COJIeprKaHHe, PE30JIIOINS PYKOBOANUTENSI OPraHU3aluU, PyKOBOIUTEIIb
CTPYKTYPHOT'O ITOJPA3AEICHHs, PE30TIOLUS PYKOBOIUTEIS MTOPA3ACICHIs, HCIIOIHUTEIb.

Omnpenenure, COOTBETCTBYIOT JIM 3TH AaHHBIE PEKOMEH/IYEMOMY COCTaBY PEKBU3HTOB
peructpannonHoi ¢popmel. Meet i ciyx0a JIenonpon3BoJICTBa MIPaBO BKIIFOYATH B PETUCTPALIMOHHBIE
(OpMBI PEKBU3UTHI 110 CBOEMY YCMOTPEHHIO?

14. Cucrema perucTpaliii B OpraHu3aluil UMeeT CMEIaHHy 0 (opMy, ITPH KOTOPOH 4acTh
JIOKYMEHTOB (ITOCTYTAIOIINE HA UMSI PyKOBOJIUTES, PUKA3HI U Jp.) PETUCTPUPYIOTCS B CITyK0e
JISIIONPON3BO/ICTBA, & OCTAIBHBIE — B CTPYKTYPHBIX NTOpa3AcIcHHIX.

B ciyx06e nenonpon3BoacTBa BceM 0€3 HCKITIOYEHHUS JOKYMEHTaM IIPUCBANBACTCS MHICKC,
COCTOSIIIMIN U3 TIOPSIIKOBOTO HOMEPA JOKYMEHTa B COOTBETCTBYIOIIEH Ipymie (HampuMep, BXOISIINX
JOKYMEHTOB) M JIUTEPhI «P», 03Hauarome «pyKkoBOACTBOY, Harpumep, P 45. B cTpyKTypHBIX
NOJpa3JeNICHUAX PETUCTPALMOHHBINA MHAECKC COCTOUT U3 UHJIEKCA CTPYKTYPHOTrO HoApasaeseHus (1o
BHYTpEHHEMY KJIACCH(DUKATOPY CTPYKTYPHBIX TO/Ipa3/ieieHuil) U MOPsAKOBOTO HOMEpa, HanpuMep, 3-25
wm 4-12 u 1.1



UeMm Takoil MOPSIOK HHIEKCHPOBAHUS HE COOTBETCTBYET YCTAaHOBJICHHBIM TPEOOBAHUSIM?
Pemenne kakux HHGOPMAITMOHHO-TIONCKOBBIX 33424 YCIOXKHSIIOT TAKHE MHIEKCHI?

15. Jlena B opranuzanuu GOpMUPYIOTCS U XPAHATCS CIEAYIOMUM 00pa3oMm:
CIIELIUAJIUCThI OTIEIIOB 3aBOAAT MAIIKU, B KOTOPbIE BKJIAIBIBAIOT JOKYMEHTBI, KACAIOLIHECs
peleHns OTAETbHBIX BOpocoB. Ha 00moxkKkax nmoMemaroTes GaMuiInd U MHULMATB] HCIIOJTHUTENEH 1
yKa3aHHEe Ha KOHKPETHOE HaIlpaBJIEHUE €TO0 JEeSTeIbHOCTH, HallpUMeEp:
A.C. TepeHTbEB
N3rorosienne 1 yCTAHOBKA CBETOBOI peKJIaMbl

B TedeHue rona B Takoi Tanke HAKAIUTUBAIOTCS Pa3IMYHbIC JOKYMEHTBI, C KOTOPBIMU
MPUXOAUTCS paboTaTh CIENUAINCTY B paMKax JJAHHOM MpoOsieMbl. B duciie TOKyMEHTOB BCTPEYAIOTCS
MUCHMa-TIPEUIOKEHUS, THChMa-OTBEThI Ha MPEUIOKEHHUS, MIChMa-peKIIaMallii, J0TOBOPHI U
MIPHUJIOKEHUS K JIOTOBOpaM, aKThl, TPOTOKOJIBI U Jip. Eciiu cienmanuct paboTaeT He ¢ OJHOU
opraHusaryei, To BHyTPH MalKHi OH TIOMEIaeT KAPTOHHBIC Pa3JICIUTEH C YKa3aHHEM KOHKPETHBIX
opraHuzalui-KoHTpareHToB. Korna TOKyMEHTOB CTAHOBUTCS CITUIIKOM MHOTO, 3aBOJISIT BTOPYIO (TPETHIO
U T.J1.) MAIKy C TAaKOU e HAMUChI0 M yKa3aHUEM, YTO 3TO BTOPOE (TPEThE U T.1.) ACIIO:

A.C.TepentbeB
MN3roToBneHne n yctTaHOBKa CBETOBOM peKknambl. Ne 2

B KOHIIC I'0J1a ITaIlKu ITIOMEIIar0TCA B HIKa(b, B OTACJICHUA, I'IC XPAHATCA JOKYMCHTHI
OTIPEJICIICHHBIX CIEIUATTCTOB.

Taxoli TOPSIOK XpaHEHUS TOKYMEHTOB OOBSICHSIOT TEM, YTO HMEHHO TaK CIeNHaTUCTaM ya00HO
pa6OTaTI) C JOKYMCHTAaMH B TCUCHUEC ACIOIPONU3BOACTBEHHOI'O I'0/Ida, UCKATh NOKYMCHTHI I10CJIC
OKOHYaHUA pa6OTI)I C HUMHU U O6CCHC‘-II/IB3TI) X COXPAaHHOCTb, TaK KaK Ka)K)Z[BIﬁ CIICHUaJIMCT 3HACT CcBOM
BOIPOC U, 3HAYUT, CBOU JIOKYMCHTHI.

Cornachbl 1 Bel ¢ Takum 00bsicnenreM? KTo B TakoM ciydae OyneT HECTH OTBETCTBEHHOCTD
3a o0ecrieueHre COXPaHHOCTH JJOKyMeHTOB? OOOCHYHTE CBOW OTBET.

16. B Teuenune roaa y OpraHu3alyy NOSIBUINCH HOBBIE HAIPABIEHUS IEATEIbHOCTH U
HoBbIe apTHephl. HoBast paboTa Obuia nopyueHa AByM otnenam. Kak cieacTsue, MosIBUINCH
3HAYUTEIbHOE KOJIMUYECTBO HOBBIX JIOKYMEHTOB, KOTOpPbIE HE OB MPEyCMOTPEHbI
JEHCTBYIOIIMMH HOMEHKJIATypaMHu JIeJ TaHHBIX OTJEJIOB.

PykoBoauTenb opraHu3alui CBOMM IPUKa30M 00s513a1 BHECTH U3MEHEHHS B
HOMEHKJIATypy Ziej1. B pe3ynbrare 3TO CBENOCH K COCTABIECHUIO B CEPEIMHE I'0/1a HOBBIX
HOMEHKJIATyp J€JI ABYX OTAENOB. PyKOBOOUTEN OpraHU3aliii UX YTBEPAUIL.

[Touemy Takue nelCTBUS HE MOTYT ObITh pU3HAHbI MpaBoMepHbIMU? Kakue TpeboBanus
K COCTaBJIEHUIO ¥ 0(OPMIICHHIO HOMEHKJIATYPbI JIeJ1 ObUIM HapyIIeHbI?

17. Tlocne ommuOOYHOro YHUUTOKEHHS psijia BXXHBIX JIOKYyMEHTOB B KOMITAHUU OBLIO
MPUHSTO peUIeHHE O co3/laHuu 3KkcnepTHo komuccuu (OK) u pazpaboTke BHyTPEHHUX
HOPMAaTUBHBIX JOKYMEHTOB, PETYJIUPYIOIIUX €€ ACSITEIbHOCTD.

B neiicTByromuye KOpnopaTuBHbIE TOKYMEHTBI, PErJIaMEHTUPYIOLIUE 1EATEIbHOCTh
CITY>KOBI JISJOTPOU3BO/ICTBA U MOPSIAOK padOTHI C JOKYMEHTaAMH KOMIIAHUU OBLTH J0OaBIICHbI
COOTBETCTBYIOIUE pa3eiibl, B KOTOPBIX OBLIN ONpEAEIeHbI CTaTyC, COCTaB, IpaBa, 00I3aHHOCTH
OK 1 nopsiiok mpoBeeHHsI SKCIIEPTU3bI LIEHHOCTH JOKYMEHTOB.

B ¢ynxmuu OK 6b110 BKITIOUEHO ClieAyroliee:

- IPOBEPKA MPaBUIBLHOCTH 0(OPMIICHHS TIOKYyMEHTOB;

- y4€T JOKYMEHTOB;

- OIpEJIEJICHNs YCIIOBUM XpaHEHHsI IOKyMEHTOB;

- IpOBepKa KayecTBa (POpMUPOBAHUS JEIT;

- y4eT el C IJIUTEeIbHBIMU CPOKaMH XpaHEHHUS,

- 0TOOp J1e]1 Ha XpaHEHHUE U YHUUTOXKEHHE;



- OIIPEEIICHNE CPOKOB XPAHEHUS IOKYMEHTOB;

- OIpE/ICJIEHNUE MOTHOTHI COXPAaHHOCTH IOKYMEHTOB KOMITAHHH.

Kaxkue napymenust Obumi qomyiieHsl npu cozpanun DK ?

Kakwue, Ha Bam B3risi1, yHKIIMHM HE COOTBETCTBYIOT Ha3HaueHuto DK u He BXOIAT B
MOHSTUE «IKCIEPTU3a LEHHOCTU JOKYMEHTOB»?

18. YacTb BXOAAIINX U UCXOIAIINX JOKYMEHTOB OpraHU3alyy IIPEACTaBIeHa B
3NIeKTpOHHOH popme. IIpu moAroToBKeE /€1 K repegade B apXuB BCTaJl BOIIPOC, B KAKOM BUJIE UX
HY’KHO C/1aBaTh: B BUJIE IMCKOB MJIU N1€PEBEJCHHBIX HA OYMaXXKHYI0 OCHOBY TPaJULIMOHHBIX
JIOKYMEHTOB.

CTOpOHHUKH NepeBOJa TOKYMEHTOB B TPAJAULMOHHYIO OyMaxHYyI0 hopMy
MOTHBUPOBAIIN CBOIO TOUYKY 3pEHHS TE€M, YTO HE U3BECTHO, 110 KaKoi (hopMe T0IKHA ObITH
COCTaBJICHA OIIMCH HA JIEKTPOHHBIEC JOKYMEHTBI, U KaK OIPEICIINTh CPOK UX XPAHCHUS.

Kak 0Ob1 Bel noctynunu B jaHHOM citydae? MOKHO JIM ONIpEAETUTh CPOKU XPaHEHUSI
TaKUX JJOKYMEHTOB U (hOpMY OIHCH, 10 KOTOPOH OHU MOT'YT OBITh NE€pe/laHbl B apXUB?

IIpumep BapuaHTa TECTOB JJIS KOHTPOJBLHON padoThI
Bapuanr 1

1. [IpaBuna penonpousBoacTBa B (eAepalbHbIX OpraHax MWCIONHUTENIbHON BIACTH U
MeTtoandeckne peKOMEHIALMU MO pa3padOTKe HHCTPYKLUUH MO AEIONPOM3BOACTBY B (eaepabHbBIX
opraHax MCIOJHUTENBHON BIACTH ObUTH TIPUHSITHI B TOfy.

Kakue u3 nepeuncieHHbIX BOIIPOCOB METOOMUECKHE PEKOMEHAALNN PEKOMEHIYIOT BKIIOYUTH B
MHCTPYKLHIO 110 JEJIONPOU3BOICTBY:

. IpaBUJIa COCTABICHUS U OPOPMIICHHUS TOKYMEHTOB
IpaBUJIa OPraHU3aluy JOKYMEHT0000poTa
NpaBUJIa PETUCTPALIMH U KOHTPOJIS
IpaBUiIa XpaHEH!Us JOKYMEHTOB
npaBuiia 00pabOTKH 3JIEKTPOHHBIX TOKYMEHTOB
npaBuiIa nepenavn GakCUMUIIBHBIX COOOLICHNI
NpaBUJIa XpaHEHHs HJIEKTPOHHBIX JOKYMEHTOB

N

OTMEThTE B CIIUCKE TUITOBBIC Ha3BaHUS CIIYKO JICIIONPOU3BOJICTBA!

OTnen nenonpousBo/CcTBa

OTnen 10KyMeHTOO00poTa
Ynpasnenue nenamu

Kannemspus

OO6mmuii ornen

Perucrparypa

Cekperapuar

OTtaen KaapoB U 1EJI0NPOU3BOJICTBA

3. OTMeThTE B  CIHCKE CTPYKTYPHOC TOApPA3ACICHUE, KOTOPOC pa3pa6aTLIBaeT
I/IHCprKHI/IIO 110 ACJIONPOU3BOACTBY, U JOJDKHOCTHOC JIMIIO, KOTOPOC YTBEPKAACT O3TOT JOKYMEHT !

Cmyx6a 10Y

HOpuanueckas ciry:x0a opraHu3ariu

Kanposas ciyx6a opranu3ariuu

Otnen Tpyza u 3apIuiaThl

PykoBonuTens opranusanuu

PykoBoaHTEINH KOJIIETHANIBHOTO OpTaHa

C Kako# aThl HAUMHAET JEUCTBOBATD MHCTPYKIIHS. .o uvv ettt eeete et eiieeaeeeeaieeeieeaees



4. TlpoHyMmepyiiTe NMpaBHIBHYIO TOCIEAOBATEIBHOCT JICIONPOU3BOICTBEHHBIX ONEpanuil 1o
MOJITOTOBKE ¥ 00PabOTKE UCXOIAIINX IOKYMEHTOB:

. pa3paboTKa MPOoeKTa JOKyMEHTa
odopMIIeHHE aapecaTa
3aroJOBOK K TEKCTY
OTIpaBKa
o opMIICHHE TIPHITOKCHIS
MPOCTaBJICHUE OTMETKH 00 UCIIOJTHUTEIC
BU3bI COTJIACOBAHMSI
MOJIITMCaHUE
peructpanus

5. Peructpanuu nojiexar:

. BCE TIOCTYTHBIITUE U OTTIPABIIIEMbIE JOKYMEHTHI

TOJIEKO BHYTPEHHHE JOKYMEHTHI

TOJIBKO OTIEPATUBHEIE U CPOYHBIE JOKYMEHTHI

TOJIBKO JTOKYMEHTHI, TOCTYTHBIITNE U3 BBIIIECTOSMINX OPTaHU3AINNA U OTIPABIISEMbIE M
JIOKYMEHTBI, TpeOYIOIIe yaeTa, HCIIOJIHEHHUS 1 NCTIOJIH30BAHMS B CITPABOYHBIX IIENSIX

KonTposbHble BONMpochl W 3aJaHUs JJIsl MPOMEKYTOYHOH aTTECTAIMH MO UTOraM OCBOEHHA
JUCIUIINHBI:

1. OcoOeHHOCTH CHCTEMBI JAETOMPOU3BOJICTBA B IIEHTPAIBHBIX yapekaeHusx Poccrn XVI-
XVI., XVIII, XIX BB.. HanpapiieHus u crocoObl palliOHAIH3AIMH JSTIOMPOU3BOJICTBA B YUPESKICHUIX
Poccun XIX - Hau. XX B.

2. HampasneHnus moncka paioHaIbHBIX (POPM OpraHU3aHuy ASTONMPOn3BoACTBa B 1920-¢
roabl

3. Ponr Hapkomata paGoue-KpecThbsTHCKOW WHCIICKITUU B CO3JJaHUU CUCTEMBI
COBETCKOTI'0 JIEJIONPOU3BOJICTBA.

4, Haubonee 3HaunmbIe pa3pabOTKH aKIIMOHEPHOTO o011ecTBa «OpreTpoiiy,
WNucTuTyTa TEXHUKN ynpasieHus B 1920-e rogsi.

S, XapakTtepuctuka 1 3HaueHue «OO0ImMX IpaBUIl JOKYMEHTAIUH U
nokyMmeHToobopoTa» (1931 r.)

6. HpOFpaMMBI COBECPIICHCTBOBAHUA ACJIONIPONU3BOACTBA, IIPUHATHIC HA MECXKOTPACICBBIX
copemanuax 1941, 1960 rr.

7. HampapneHus: TEOPETHUECKUX W MPHUKIAIHBIX UCCIIEI0BAaHUN B 00JacTh
COBEPIICHCTBOBaHUS Jieionpou3soactea B 1970-1980-¢ roab.

8. T'ocymapctBeHHOE perynupoBaHue aenonpoun3Boactsa B 1990-e — 2000-e rombt

9. HopmaTuBHO-METONYECKUE TOKYMEHTHI MEXOTPACIEBOTO NEHCTBUS, KOTOPHIE
OTIPENIETISIIOT COBPEMEHHYIO OpPTraHU3aIuio paboThI C TIOKYMEHTaMU (HAaMMEHOBAaHHE IOKYMEHTA,
TOJl €r0 pa3paboTKH, KpaTKasi XapaKTepPUCTHUKA)

10. Opranm3arnus ciryx0s1 JIOY. OcHoBHas 1€, 337291 U QYHKITUH CITY)KOBI, e¢
JIOJ>KHOCTHOM M YMCJIEHHBIN COCTaB.

11. TumoBbIe BUABI U CTPYKTYPHI CiTyxk0 JOY.

12. JloxasibHbIE aKThl, periIaMeHTHPYIOIIUE OPTaHU3aIMIO JIeJIoNpon3Bo/icTBa. Ha3HaueHue,
cocTaB WH(OpPMAIIH, TTOPSAAOK Pa3paOOTKH U YTBEPIKIACHHS.

13. UHcTpyKIus 10 AeI0Npor3BoACcTBY. HasHaueHue, CTpyKTypa TeKCTa, MOPSI0K
HOATOTOBKH.

14. TlonsaTue «J10KyMEeHTOO00POT», MPHUHIIUIIBI €70 OpraHU3aIuU. XapaKTePUCTUKH
JIOKYMEHTO0000poTa

15. Dransl nokymeHTOOOOpOoTa. Omepalinu, KOTOPHIE BHITOIHSIOTCS MPH padoTe C
BXOJSIIMMH TOKYMEHTAMH

16. Dransl nokymMeHTOOOOpOoTa. Omepalinu, KOTOPHIE BHIIOIHSIOTCS MPH padoTe C



UCXOIAIIMMA JOKYMEHTaMHU

17. Dramel JOKyMEHTOOOOPOTA. ONepalyi, KOTOPbIE BHITOIHSIIOTCS ¢ BHYTPEHHUMHU
JIOKyMEHTaMU

18. Perucrpanus J0KyMeHTOB, ee Ha3HadeHue. [IpaBuia perucTpayu JOKYMEHTOB.
XapaKkTepuCTUKAa COBPEMEHHBIX PErUCTPALlMOHHBIX (OPM, COCTaB MH(POPMALIMU U HOPSA0K X
3aI0JIHEHHUS.

19. TlonsTHs «perucTpanyst JOKYMEHTOBY, «UHIEKCUPOBAHUE JOKYMEHTOBY.
3HavyeHue u rnpasuia GOpMUPOBAHUS UHICKCOB

20. 3HaueHue KOHTPOJS 3a CPOKaMM HUCIOJIHEHHUS JIOKYMEHTOB B arapare
ynpasienusi. TpeOoBaHUs K OpraHU3aluy KOHTPOJIS UCIIOTHEHUS JIOKYyMEHTOB B
JIEJIONPOU3BOJCTBE. 3a1a4l KOHTPOJIBHOU JEATEIBHOCTH.

21. Cpoku UCTIOJIHEHHS JOKYMEHTOB. TEXHOJIOTHSI KOHTPOJIS 32 CPOKAMH UCTIOJTHEHHUS
JIOKYMEHTOB.

22.3akoHozaTeNbHas PErJIAMEHTAIUS B METOMUECKOe 00eCTIeYeHne OpTraHu3aIiH
XpaHeHHs JOKyMeHTOB B Poccuiickoi denepann.

23. Opranu3zanus TeKyIIero XpaHeHus JIOKyMEHTOB B JIEJIONPOU3BOJICTBE
OpraHu3aly U o0ecredeHrne X COXPaHHOCTH

24. HomeHkIaTypa Jiell, ee Ha3HaueHHe B ACJIONPOU3BOJICTBE. Buasl HOMEHKIATYp
nen, ux ocooeHHocTu. TpeOoBaHUA K HOMEHKJIAType Jell, UX 3aKpeIIeHne B HOpPMaTHUBHO-
METOJUYECKUX JOKYMEHTaX MEXOTPacIeBOI0 AEUCTBHUS.

25. Meroiuka cocTaBieHHsI HOMEHKIATYpbI J1ed. [lopsinok odopmienus,
COIJIACOBAHUS U YTBEP:K/ICHUSI HOMEHKJIATYPBbI JIEI.

26. IIpaBuiia popMHUpOBaHUs B Jie1a JOKYMEHTOB pa3IMuHbIX BUJIOB. [IpuHIumbI
CUCTEMATU3aIMK JOKyMEHTOB BHYTpH JI€II.

27.1lonsTHe ‘OKcnepTu3a LEHHOCTH JOKYMEHTOB”. HopmaTtuBHO-MeTOAMYECKHUE
U TEOPETUYECKNE OCHOBBI ITPOBEIEHUS IKCIIEPTU3bl. [IpMHIUIIBI U KPUTEPUH 3KCIIEPTU3bI
LIEHHOCTHU JOKYMEHTOB.

28. Opranuzanust  pabOTHI 1O MPOBEICHHUIO SKCIIEPTH3bl IICHHOCTH JIOKYMEHTOB.
JloKyMEHTHUpOBaHUE ACATEILHOCTH SKCIIEPTHONH KOMHCCHHU 1 0(OPMIICHUE €€ PE3YJIbTaTOB.

29. Ha3nauenue onucu nen. Buasl onuceit. [IpaBuna cocraBinenus u opopmieHue
OTMCH JI€J1 CTPYKTYPHOT'O MOJpa3/AeICHUS.

30. Onepaunn 10 IOATOTOBKE JOKYMCHTOB K IIEpeaAavC B apXHUB OpraHu3aluu.

31. OcHoBHBIE TpeOOBaHUS K OQPOPMIICHHIO JIEN TIPH MX TOATOTOBKE JIJIS TIepeiauu B
apxuB opraHu3anuu. YacTu4yHoe U MOIHOE 0OpPMIICHHE.

6. YuyedoHO-MeTOoAMYeCcKOE U HH(POPMALIMOHHOE 00eceyeHue JUCIIHIIMHBI
6.1. CnHCOK HCTOYHHUKOB U JIUTEPATypPhI

Hctounnku
®enepanbubiii 3akoH oT 22.10.2004 Ne 125-@3 «O6 apxuBHOM Jnene B Poccuiickoit
O®enepatn»  // [OnexTpoHHbBId  pecypc]. — M., 2019. - Pexum pocryna:

https://base.garant.ru/12137300/.

®enepanbhblil 3akoH oT 02.05.2006 Ne 59-®3 «O mopsake paccMOTpeHHs! oOpalieHui
rpaxaan Poccuiickoii denepanuny»// [DnekTponnslii pecypc]. — M., 2019. — Pexxum goctyma:
https://base.garant.ru/12146661/.

ITocranosnenue IlpaBurenscta PO ot 25.12.2014 Ne 1494 “O06 yTBepkaAeHUU MpaBUII
oOMeHa JOKYMEHTaMH B OJJIGKTPOHHOM BHJE TpU OpraHu3aluud HHGOPMAIMOHHOTO

B3auMojeiictBua”//  [DnexTpoHHbli  pecypc]. — M., 2019. - Pexum pocryna:
https://base.garant.ru/70832680/

[lpaBuna  JeNONPOM3BOACTBA B TOCYJAPCTBEHHBIX OpraHax, oOpraHax MECTHOTO
camoynpaniieHus, ytB. [Ipukaszom PocapxuBa ot 22.05.2019 Ne 71 // [9neKTpoHHbIN pecypc]. — M.,
2021. — Pexkum pgoctyna: http:// https://base.garant.ru/72291836/.

MeTtoaudeckne peKOMEHAAMU IO pa3padOTKe MHCTPYKIHM IO AENONPOU3BOJICTBY B
TOCYJJapCTBEHHBIX OpraHax, OpraHax MECTHOTO CaMOympaBiieHHs, yTB. [Ipukazom Pocapxusa oT


https://base.garant.ru/12137300/
https://base.garant.ru/12146661/
https://base.garant.ru/70832680/

24.12.2020 Ne 199 /[ [dneKTpoHHbI pecypc]. — M., 2021. — Pexum poctyna: http:/
http://www.consultant.ru/document/cons_doc_LAW_373895/.

[TpumepHasi HHCTPYKLHUSA 110 ASTOMPOU3BOICTBY B rOCYAAPCTBEHHBIX OpraHU3aIUsIX, YTB.
[Tpuka3zom PocapxuBa ot 11.04.2018 Ne 44) // [DOnektponnsii pecype]. — M., 2019. Pexum
nocryma: http://www.consultant.ru/document/cons_doc_LAW_305137/.

I'OCT P 7.0.97-2016. Hanumonanwhublii crangapt Poccuiickoit ®enepanuu. Cucrema
CTaHAapToB 1o uHpOpManuu, OHUOIMOTEYHOMY M H3JaTelbCKOMy jaeny. OpraHu3anuoHHO-
pacnopsiuTenbHas ToKyMeHTanus. TpeboBaHus K 0opOpMIICHHIO JOKYMEHTOB // [ DIEKTPpOHHBIN
pecypc]. — M., 2019. Pexxum moctymna: http://www.consultant.ru/document/cons_doc_LAW_216461/.

I'OCT P UCO 15489-1-2019 HanumonansHbiii crannapt Poccuiickoii ®eneparuu.
Cucrema ctanaapToB o HHGoOpMaIK, ONOIHOTEUHOMY U H3AaTenasckomy neny. Undopman3us
U JOKyMeHTauus. YmupaBienue nokymeHtamu. Yacte 1. ITloHstus W npuHuunsl. //
[DneKTpOHHBIN pecypc]. - M., 2021. Pexum JloCTyIa: http://
http://www.consultant.ru/document/cons_doc_LAW 329486/ .

I'OCT P 7.0.8-2013 Jlenonpou3BOACTBO U apXUBHOE J€10. TepMUHBI U ONpEEICHUs.-
[DneKTpOHHBII pecypcl]. - M., 20109. Pexnm JOCTYTIA:
http://www.consultant.ru/document/cons_doc_LAW _163800/.

[Ipukaz MunkynsTypel Poccum ot 31.03.2015 Ne 526 «OO6 yTBepKACHUM TMPABUI
OpraHu3aIMy XpaHEHHs, KOMIUIEKTOBaHUS, y4eTa U MCIOJIb30BAHMS JTIOKYMEHTOB APXUBHOTO
donna Poccuiickoit denepannu U Ipyrux apXUBHBIX JOKYMEHTOB B OpraHax rocyJapCTBEHHOM
BJIACTH, OpPraHaX MECTHOTO CaMOYIIPABJICHUS W OpTaHHU3aiusx» // [DIeKTpoHHbBIN pecypc]. — M.,
2019. — Pexxum moctyma: https://www.garant.ru/products/ipo/prime/doc/71083090/.

JlonmoTHUTEe IbHbIE HCTOYHHKH

[Ipukaz Muntpyna Poccun ot 15.06.2020 N 333 "OO  yTBepkAeHUU
npodeccuoHanbHoro cragaapra "CrenuaiucT Mo OpraHu3alOHHOMY W JIOKYMEHTAIlMOHHOMY
oOecrieueHH0 yrpasieHus: opranuzauuei"// [Dnexkrponnsii pecypc]. — M., 2021. — Pexum
noctyna: http://www.consultant.ru/document/cons_doc LAW_357714/.

[Ipodeccuonanpupiii  cranmapr «CHeUMaTUCT TO  YHPaBIECHUIO JIOKyMEHTalMen
OpraHu3ali», YTBEP)KICHHBIM NpUKa3oM MMUHUCTEPCTBA TpyJa M COLUAIBHOW 3allUThl
Poccuiickoit ®eneparuu ot 10.05.2017 Ne 416nu // [DnexktponHbId pecype]. — M., 2019. —
Pexxum noctymna: https://www.garant.ru/products/ipo/prime/doc/71587776/.

[Ipukaz PocapxuBa ot 20.12.2019 N 236 "OO6 yrtBepxaeHuu llepeuHss TUMOBBIX
YIpaBIEHYECKUX AapXUBHBIX JIOKYMEHTOB, 00pa3ymloliuxcs B Ipolecce JAesITeIbHOCTH
TOCYJAapCTBCHHBLIX OpraHOB, OPpraHOB MECTHOI'O CaMOYIIPAaBJICHUA U OpFaHHSaHHﬁ, C YKazaHHuEM
cpokoB uXx xpaHeHusa" (3apeructpupoBaHo B Muntocte Poccum 06.02.2020 N 57449) //
[DneKkTpoHHBIH pecypcl]. - M., 2021. - Pexum JIOCTyTa:
http://www.consultant.ru/document/cons_doc_LAW 345020/

[Tpuka3 PocapxuBa ot 11.04.2018 N 43 "OO yTBepX ACHHUH NPUMEPHOTO
MOJIOKEHUSI 00 SKCHEePTHOM KomuccuH opraHu3anuu” (3apeructpupoBaHo B MuHIOCTE
Poccun 15.06.2018 N 51357) // [Dnexrponnsii pecypc]. — M., 2021. — Pexxum mocryma:
http://www.consultant.ru/document/cons_doc_LAW_ 300357/

Jlureparypa

beikoBa T.A. JlokymeHTanmoHHOoe oOecrieueHne  ympaBieHHS  (JETOTPOU3BOACTBO)
[DnexTpoHHBIH pecypc]; yuebnoe nmocobue/ T.A. beikoBa, T.B. Ky3nenosa. -2-e u3z. nepepad. u
JIOTI. - Mockaa: Nudpa-M, 2018. -304 C. - Pexum JIOCTyTa:
http://znanium.com/go.php?id=942800/

BboobieBa M.I1. HekoTopsie 0COGEHHOCTH COBPEMEHHOTO TIokyMeHTooOopoTa // Becthuk PITY.
2015.  No2.  [DmektpomHbli  pecypc]. — M., 2019. — Pexum = gocTyna:
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik_2_15.pdf.
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https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik_2_15.pdf#page=13
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik_2_15.pdf

beikoBa T.A. O HekoTOphIX mpolOiiemax cdephbl ympaBieHHs JAOKyMeHTamMHu B Poccuiickoi
®enepaunu / Bectauk PITY. 2014. Ne2. [Onexrponnsiii pecypc]. — M., 2019. — Pexum
nocryma: https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2_14.pdf#page=40.

6.2. Ilepeuenb pecypcoB HHGPOPMANMOHHO-TEJIEKOMMYHUKALMOHHOM  CeTH
«AHTepHeT»
- Tlapant [DnexTpoHHBI pecypc]. — OnekTpoH. maH. — M., cop. 2013. — Pexwum poctyma:

http://www.garant.ru.
- KoncynpranT Ilmroc [OnexkTpoHHBIi pecypc]. — OnekTpoH. aaH. — M., cop. 2013. — Pexum noctyna:
http://www.consultant.ru.

7. MartepuajibHO-TEXHHYECKOe o0ecreyeHue M CUNILITUHbI (MO1YJIs)
Ayautopuu i TIPOBEJEHUS JIEKIMH U CEeMHUHApCKHUX 3aHATHUH C TEXHHYECKHMMHU CpEICTBAaMHU
o0yueHHs (MyJbTHUMEAHUA-TIPOEKTOP (BUAEONPOCKTOP), HKpaH (IMEPEHOCHOH WM CTalMOHApHbIN)),

KOMITBIOTEPHBIN KJIAacC I IPOBEACHHUS JIAOOPATOPHBIX 3aHATHI.

1. Ilepeuens I1O

Ner/ Hawumenosanue 110 [IponsBoaurens Crioco6 pactpocTpaHeHHs
Il (ruyensuonnoe unu
Cc80000HO
Pacnpocmpansemoe)
1. Adobe Master Collection CS4 Adobe JIALIEH3UOHHOE
2. Microsoft Office 2010 Microsoft JIALIEH3HOHHOE
3. Windows 7 Pro Microsoft JIALIEH3UOHHOE
4. Microsoft Office 2013 Microsoft JIMIIEH3UOHHOE
5. Windows 10 Pro Microsoft JINLIEH3UOHHOE
6. Kaspersky Endpoint Security Kaspersky JIUIICH3UOHHOE
7. Microsoft Office 2016 Microsoft Jlnensnonnoe
8. Zoom Zoom JINIIEH3UOHHOE

2. Ilepeyens B/l u UCC

Noerr/ HaumenoBanue
I

1 MexnyHapoaabie pedeparuBable HaykomeTpudeckue bJl, moctymHbie B pamkax
HanoHaIbHOU noanucku B 2020 r.

Web of Science

Scopus

2 | Ilpoteccuonanbuble MoTHOTEKCTOBBIE B/, ToCTYHBIE B paMKax HALMOHAJIBHOW TTOJIITHCKH B
2020 r.

Kypnanst Cambridge University Press

ProQuest Dissertation & Theses Global

SAGE Journals

Kypnanst Taylor and Francis

3 | [IpodeccuonanbHbIe TOTHOTEKCTOBBIE b/

JSTOR

W3nanust mo o0IIecTBEHHBIM M TYMaHUTapHBIM HayKaM
OnekrponHas oudauorexka Grebennikon.ru

4 KOMHBIOTGpHLIe CIIPABOYHBIC IIPABOBLIC CUCTCMbI



https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2_14.pdf#page=40
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2_14.pdf#page=40
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2_14.pdf#page=40

Koncynprant [lnroc,
T'apant

8. OoOecneyenne o0pa3oBaTeJIbHOIO mpomecca JJds JHI € OrPAHMYEHHBIMHU
BO3MOKHOCTSIMM 310POBbSI 1 HHBAJIN/I0OB

B xoze peanuzanuu IMCUUIUIMHBI HCIIOJIB3YIOTCS CIAEAYOLIME TONOJTHUTEIbHbBIE
METO/Ibl 00YUYEHHS, TEKYIIEero KOHTPOJS YCIEBAEMOCTH U MPOMEXYTOYHOW aTTECTAI[UH
00y4JarOIUXCs B 3aBUCUMOCTH OT WX HHIUBUIYaTbHBIX OCOOCHHOCTEIH:

o JUISL CJICTIBIX U CIIA0O0BUISIIUX:

- JIeKIMU O(QOPMIIIOTCS B BHJIE 3JIEKTPOHHOIO JOKYMEHTA, JOCTYIHOI'O C IOMOIIBIO
KOMIIBIOTEpA CO CIIELHUAIN3UPOBAHHBIM IIPOTPAMMHBIM O0ECIIEUEHUEM;

- IHUCHbMEHHBIE 3aJlaHMsl BBIIOJHIIOTCA HA KOMIIBIOTEPE CO CIELHMATU3UPOBAHHBIM
POTPaMMHBIM 00ECTICYCHHEM, HITH MOTYT OBITh 3aMEHEHBI YCTHBIM OTBETOM;

- oOecrieynuBaeTcs HHANBUIYaIbHOE paBHOMEpHOE ocBelleHne He MeHee 300 Jrokc;

- JUIsl BBIIIOJIHEHUS 3a/laHusl IPU HEOOXOIMMOCTHU IPENOCTABISIETCS YBEIMUYMBAIOLIEE
YCTPOHCTBO; BO3MOYKHO TAK)K€ MCII0JIb30BaHNE COOCTBEHHBIX YBEIMUYUBAIOIINUX YCTPOUCTB;

- MUCHbMEHHBIE 33JJaHus O(POPMIISIOTCS YBEIIMYEHHBIM IPHUPTOM;

- DK3aMeH U 3a4€T MPOBOAATCA B YCTHOH (hopMe WM BBINOJIHAIOTCA B MUCHbMEHHOM
¢dbopme Ha KOMIIBIOTEPE.

o JUTSI TITYXHX U CIIA00CITBIIIANINX

- JeKuMu OQOPMIISIIOTCA B BMJE 3JIEKTPOHHOIO JOKYMEHTa, JUOO MpeaoCTaBIseTCs
3BYKOYCWJIMBAIOIIAs alaparypa HHAUBUAYAIbHOIO II0JIb30BAHUS;

- IUCbMEHHBIE 33JJaHUs BBIIOJIHAIOTCS Ha KOMIIbIOTEPE B MUCbMEHHOMU (opMe;

- DK3aMeH M 3a4€T MPOBOJATCS B INMHUCHBMEHHOH (opMe Ha KOMITBIOTEPE; BO3MOXKHO
npoBesieHue B (hopMe TeCTUPOBAHMUS.

o JUIS JIUL C HapyIIEHUSIMHU OTMIOPHO-/IBUTATEILHOTO arnapaTta:

- JeKuuu OQOPMIISIOTCS B BUJE AJIEKTPOHHOTO JOKYMEHTA, AOCTYNHOIO C IOMOIIbIO
KOMITbIOTEpA CO CHEIMATU3UPOBAHHBIM TPOrPaMMHBIM 00€CIIeUeHHEM;

- THCbMEHHbIE 3aJ]aHMsl BBINOJHSIOTCS Ha KOMIBIOTEPE CO CHENHMATU3UPOBAHHBIM
IPOTrpaMMHBIM 00€CTIEYCHHEM;

- DK3aMeH U 3a4€T MPOBOJATCS B YCTHOW (hopMe WM BBINOJHSIOTCS B NMHCbMEHHOMN
(dopme Ha KOMITBIOTEPE.

[Ipu HEOOXOIMMOCTH MpEeyCMaTPUBAETCS YBEIMUEHNE BPEMEHH IS ITOJITOTOBKH OTBETA.

IIponienypa  mpoBeAeHHs  NPOMEXYTOUHOM  arrectamuu Ui OOy4aromuXcs
YCTaHABIMBAETCS € YYETOM UX HUHAMBUIYAIBHBIX ICUXO(U3NYECKUX OCOOEHHOCTEH.
[TpomexyTouHast aTTecTalHsl MOKET IPOBOAUTHCS B HECKOJIBKO 3TAIIOB.

[Ipu nmpoBeneHun npoueaypsl OLEHUBAHMS PE3YIbTaTOB OOyuYeHUsS MpeayCcMaTpuBaeTCs
UCTIOJIb30BaHUE TEXHUYECKUX CpEICTB, HEOOXOAMMBIX B CBSI3U C HMHIUBUAYAJIbHBIMU
OCOOCHHOCTSAMHU OO0YyYaroIUXCcsl. DTU CPEeICTBa MOTYT OBbITh MPEIOCTAaBIECHb YHHUBEPCUTETOM,
WJIA MOTYT MCIIOJIb30BAThCSI COOCTBEHHBIE TEXHUYECKHE CPECTBA.

[IpoBenenne mpoueaypbl OLEHUBAHUS pE3yJIbTaTOB OOY4YEHHs] JOMYyCKaeTcsi ¢
UCIIOJIb30BaHUEM JAMCTAHIIMOHHBIX 00pa30BaTeIbHbBIX TEXHOIOTUH.

ObecnieunBaeTcst 10CTyl K MHPOPMAIIMOHHBIM U Onbnuorpaduyeckum pecypcam B CETH
WutepHer Ui Kaxkaoro oOydaromierocs B ¢opmax, aJalTHPOBAHHBIX K OrPaHUYEHUSIM HX
3JI0OPOBBS U BOCIIPUATHUS HH(DOpMAIIH:

® ISl CIIENBIX U CIA00BUISIINX

- B Ie4aTHON opMe yBEIMUEHHBIM HIPUPTOM;

- B (hpopme 3IeKTPOHHOTO IOKYMEHTA;

- B (hopme ayanodaiina.



® Ui TIYXHUX U cIa0O0CTBIIIATHNX:
- B IEUaTHOH (opme;
- B )OpMe 3JIEKTPOHHOTO JJOKYMEHTA.
e U1 00Y4aIOIUXCs C HApYIICHUSIMH OTIOPHO-BUTaTEIBHOTO armapara:
- B Me4aTHOU (hopme;
- B ()OpMe 3JIEKTPOHHOTO JOKYMEHTA;
- B (hopme ayanodaiina.
VYueOHbIe ayAUTOpPHUU JUIS BCEX BHUJIOB KOHTAKTHOW M CaMOCTOSITENBHOW paboTEHI,
Hay4yHas OuOIMOTEeKa W WHBIE TOMENEHUs i OOydYeHHs] OCHAIIEHBI CIeHaTbHBIM
000pyIOBaHNEM U YUEOHBIMU MECTaMH C TEXHUYECKUMH CPEACTBAMU O0YUIEHUS:
® ISl CIICTIBIX M CITA00BHIAIINX:
- YCTPOICTBOM Ui CKaHUpOBaHMs U uTeHus ¢ kamepoil SARA CE;
- nucrieeM bpaiins PAC Mate 20;
- mpunTepoM bpaitng EmBraille ViewPlus;
® JISl TIIYXHX U CIIA0O0CITBIIIANINX
- aBTOMAaTH3MPOBAaHHBIM pPabOYUM MECTOM Ui JIOJIeH C HapylIeHHWEeM ciyXa Hu
cJ1a00CIIBIIIAIINX;
- aKyCTHUYECKHI YCHIIUTENb U KOJIOHKH;
e U1 00Y4aIOIUXCs C HApYUICHUSIMU OMTOPHO-BUTaTEIBHOTO armapara:
- IEPEABIKHBIMH, PETYIIMPYEMBIMH dproHomMuueckumu napramu CU-1,
- KOMITBIOTEPHOI TEXHUKOHN CO CHEIUAIBHBIM TPOrPAMMHBIM 00€CTIEYeHUEM.

9. MeToauyeckue MaTepuaJibl
9.1. Ilnanbl J1a00PATOPHBIX 3aHITHIA

Iaanpl  JA00PATOPHBLI  3aHATHIA. MerToanuyeckue YKa3aHusi [0 OPraHM3alMU U
NMPOBeIEHNI0

Br16op Tem nabopaTopHbBIX 3aHATHI 00yCIIOBJIEH O0IIUM COJIep:KaHueM Kypca U HalleleH
Ha YIJIyOJIEHHOE N3YYEHHE €r0 OTJENbHBIX Pa3/IesioB.

[Inan maGopaTOpHBIX 3aHATUN BKJIIOYAeT JBa pasfena: "OpraHusanus U TEXHOIOTHUS
JIEJIOTIPOM3BOJICTBA B YUPEXKACHUSAX JaopeBoitoimoHHON Poccun" u  "Opranuzanus u
TEXHOJIOTHSI COBPEMEHHOTO JIEJIONPOU3BOICTBA".

Llenp 1a0OPATOPHBIX 3aHSTHIA - 3aKPEIJIEHHE CTYACHTAMHU TCOPETHUECCKUX 3HAHUH JIEKIIMOHHOTO
Kypca ¥  (QOpMHUpOBaHHE MPAKTHYECKUX HAaBBIKOB OPraHU3allid  COBPEMEHHOW  CIYXObI
ACJIONPOU3BOJACTBA, IMPUCMOB U MCETOAOB TCXHOJIOTMH paGOTLI C HOKYMCHTAaMH B YIHPaBJICHYCCKOM
arrapare.

B pesynbraTe BeIOTHEHNUS T1a00PAaTOPHBIX 3aHATHIA CTYACHTHI TOJKHBI

3HATB!

. XapakTepHble O0COOCHHOCTH OpraHW3alii paboThl C JIOKYMEHTaMH B YUYPEKICHHUIX
Poccun B PAa3JIMYHBIC HCTOPUYCCKUC IICPUOJbI, B3aUMOCBA3bL 3THUX IIPOLCCCOB C TOCYAapCTBCHHBIM
arnmapaToM yIIpaBIICHHUS,

o COBpEMEHHBbIE TpeOOBaHUS K JOKYMEHTAIlMOHHOMY OOECIICUEHUIO YIIPAaBIICHUS B
YUpEeXIEHUAX U opraHuzanusax Poccuiickoit deaepanmy;

° MIPUHLIMIIBI OPTraHU3AIMH JOKYMEHTAIMOHHOTO 00ECIICUCHHS YIIPABICHHMS,

YMETh:

° OpTaHU30BEIBATH CITYXKOBI JOKYMEHTAIIMOHHOTO 00SCIICYCHISI YITPaBICHIS;

° pa3pabaTeiBaTh JIOKAJbHBIE HOPMATHBHBIE AaKTBl W  HOPMATHBHO-METOJMYECKIEC

JOKYMEHTHI (TIOJNIOKEHHS, HHCTPYKUMM W T.J.) MO BEIEHHIO JOKYMEHTAllMOHHOTO OOeCTeYeHUs
YIIpaBICHUS

. BBITIOHATD KITIOYEBBIE TEXHOJIOTHYECKHE OMEPALii B paboTe ¢ JOKYMEHTAMH;

BJIAJIETh!



° IMpaBWJIaMU OpraHrU3allii BCCX OTAIIOB pa6OTI:;I C JOKYMCHTaMU;

° MCTOJaMHM TIIPOBCACHUA aHAJIM3a OpraHu3aluid JOKYMCHTALIMOHHOI'O obecneueHus
YIIpaBJICHUS,
° MCETOJaMU ONTUMHU3AINU JOKYMCHTAIIMUOHHBIX ITPOIECCOB.

IloaroroBka x Ha60paTOpHBIM 3aHATHSM OCHOBaHA Ha CaMOCTOSTSIbHOM pa60Te CTYACHTOB I10

H3YUYCHHIO JICKIIMOHHOTO KYpCa, HCTOUYHUKOB U JIUMTCPATYPbI, PCKOMCHAOBAHHBIX K KAXKAOMY 3aHATHUIO.

qaca.

PA3JIEJ 1. OPTAHU3ALUS JEJIOITPON3BOJACTBA B YUPEKIEHUAX
JOPEBOJIIOIMOHHOHU POCCHHA

1.1. [lemompou3BoacTBo B yupexaeHusx Pycckoro rocymapersa XVI-XVII BB.
1.2.  JlemompouzBoacTBo B yupexaeHusx Poccun X VIII B.
1.3.  Jlenonmpou3sBoactBo B yupexaeHusx XIX - vau. XX B.

PA3JEJI 2. OPI'AHU3ALIUSA COBPEMEHHOI'O JEJIOITPOU3BOACTBA

2.1. Opranuzanus ciyxO0bl JISIOIPOU3BOICTBA

2.2.  Opra#msanmst JOKYMEHTO000poTa

2.3. Peructpanusi 10KyMEHTOB.

2.4. HomeHnkiarypa aen

2.5. [loAroToBKa JOKYMEHTOB K MOCIEAYIOIIEMY XPAHEHUIO U UCIIOJIb30BAaHUIO
2.6. CocrapneHue HHCTPYKIUH 10 JIETONPOU3BOICTBY

PA3JEJ 1. OPTAHM3AIMS JEJTOMMTPON3BOACTBA B YUPEXKIAEHUSI
JOPEBOJIIOLIMOHHOU POCCHHA

Tema 1.1. lenonpou3BoacTeo B yupexnenusax Pycckoro rocynaperea XVI-XVII BB. — 4

SAJJAHUSA

1. U3yunuts Cyneonux 1550 r. u CobopHoe ynoxenue 1649 r. [1o 3TuM akTaM BBISIBUTD:

* CTPYKTYpPY OpPraHOB I'OCY/IapCTBEHHOTO YIIPABIEHHUS;

* COCTaB U JIOJDKHOCTHBIC 0053aHHOCTH "' CITY)KUJIBIX JTFOIeH "

* HampaBJICHHUs PEerJIAMEHTAIMU PaOOThI ¢ JOKYMEHTaMHU.

2. N3yunthb cxeMy OpraHu3aliy UCIOJHEHHS JOKYMEHTOB B IPUKA3HOM JEJIONPOU3BOICTBE.
3. [lpoananu3upoBaTh NEPBUYHBIA KOMIUIEKC JJOKYMEHTOB (Ha MPUMeEpE Jieia 10 4eT00nTHON

Sxosa letnnosa B [lomecTHOM IpHKa3e) U ySICHUTH NOPSIIOK (hopMupoBanus zena.

YKA3AHUWA 110 BBITTOJIHEHUTO 3AI[AHI/II>'I

1. U3yuure CyneOnux 1550 r., CobopHoe ynoxenue 1649 r. u ysacHute cienyrouiee:
* COCTaB JIUI] "BEPIIUBIINX CYA" ¥ JOKYMEHTUPOBABIINX JEATEIBHOCTh Cy1a;

* TIOPSJIOK TTO/Ia4H, PACCMOTPEHUS M UCTIOJTHEHHS YeTTOOUTHBIX;

* IOPSIOK BEACHUS PErUCTPALIMOHHBIX QOpM AJ1s "CyAHbIX nen'";

¢ OTBETCTBEHHOCTD 3a MOAJACIIKY TOKYMCHTOB U He)IO6pOCOBeCTHOC OTHOIICHHUE K JOJPKHOCTHBIM

00S13aHHOCTSIM.

2. PaCCMOTpI/ITe CXCMY MMPOXOKACHUA U UCIIOJIHCHUA JOKYMCHTOB B IIPpUKa3ax U cz[enaﬁTe BBIBO/

O COCTABC€ TCXHOJIOTUYCCKUX onepaunﬁ C JOKYMCHTaMU, NPUMCHSBIINXCS B HpI/IKaBHOﬁ CHUCTEMC
JCJIOIPOU3BO/JACTBA.

3. O3nakombTeck ¢ aenoM [lomectHOro NpuKasza mo yenooutHoi SkoBa LlleTunosa u

COMOCTaBbTE MOCIEI0BATEIHLHOCTh PACCMOTPEHUS U PELIECHHUS BOIIPOCA U MOCIEI0BATEIBLHOCTD
pacrojIoKeHHus JOKYMEHTOB B jeie. Onpenenure KpalHUe JaThl Aeja U 0COOCHHOCTH
JIOKYMEHTHUPOBAHHUS.

KOHTPOJIBHBIE BOITPOCHI



1. Ilepeuncnute 0COOEHHOCTH CHCTEMBI IETIONPON3BOACTBA B IIEHTPANBHBIX YUPEKACHUIX
Poccun XVI-XVII BB.

2. HazoBuTe 3aKOHOAATEIBHO PEriIaMEHTHPOBAHHEIC 00SI3aHHOCTH "CITYKUJIBIX JIFOZCH" B paboTe
C JIOKyMCHTaMH.

3. Kakwne oneparuu B paboTte ¢ JOKyMeHTaMH C(POPMHUPOBAIUCH B IPUKA3HOM
JIEJIOTIPON3BOACTBE?

4. JlaiiTe XapaKTEpUCTUKY CTOJOIOBOM (DOPMEBI IETONMPOU3BOICTBA KaK TEXHUKH
JIOKYMEHTUPOBaHUS 1 (hOPMHUPOBAHUS JIETI.

5. Korza 6bl1a BBeieHa 1 KO/ Oblia OTMEHEHA CTOIOO0Bas (hopMa IeTOMPOH3BOACTBA?

NCTOYHUKU U JIMTEPATYPA
beikoBa T.A. JIOKyMEHTaIlMOHHOE  OOCCIICYCHHWE  YIpaBICHUS  (IIEIOMPOU3BOJICTBO)
[DnekTponHEbIi pecypc]; yuedHoe nocodue/ T.A. brikoBa, T.B. Ky3nenona. -2-e u3a. nepepadb. u
JIOTI. — Mockaa: HNudpa-M, 2018. -304 C. — Pexum JOCTYTIA:
http://znanium.com/go.php?id=942800/

Tema 1.2. [lesonpousBoacrso B yupexaeHusax Poccuu XVIII B. — 4 yaca.

SAJAHUSA

1. Wsyuuts ['enepanmbHenii permamedT 1720 T. W BBIIBUTH OCHOBHBIE TpeOOBaHUS K
OpraHu3aluy JEIONPOU3BOICTBA B KOJUIETHSX M JOJDKHOCTHBIE 0053aHHOCTH KaHIEIAPCKUX CITYKaIHX.

2. HMBy4nTh cXeMy HCHOJHEHUS JOKYMEHTOB B KOJUICTHSIX.

3. MWzyumts "VYupexneHwe mns ynpaeiueHus TyOepHuit" 1775 T., BBISIBUTH OCHOBHBIC
TpeOOBaHUs K OpraHM3alliy JICIONPOU3BOICTBA B MECTHBIX YUPEKICHHSIX U JODKHOCTHBIE 00SI3aHHOCTH
KaHLESPCKUX CIYXKAIIHX.

4. H3y4uTh cXeMy HCIIOJHEHUS JOKYMEHTOB B MECTHBIX YUPEKACHUIX.

5. llpoananu3upoBath Aea0, CHOPMUPOBAHHOE B MECTHBIX YUPESKICHUSIX.

VKA3AHMS 110 BBITTOJTHEHUIO 3AJAHUIM
1. W3yuus "['enepanbhsiii perinament 1720 r., ysICHUTE CIEYIOIIEE:

1.1.  cTpyKTypy KOJUIETHH;

1.2.  1OMKHOCTHOHM COCTAB KAaHLEISIPCKUX CITYXKAIHX;

1.3. 0053aHHOCTH KaHLEISIPCKUX CIyXKalllnX;

1.4. MOPSIIOK ITOJIyYEHUS JOKYMEHTOB B KOJUIETHSIX;

15,  mopsmok paccCMOTPEHHS JOKYMEHTOB B KOJUIETHSX;

1.6.  opraHu3anys ¥ TEXHOJIOTHUS PETUCTPAILINHU IOKYMEHTOB;

1.7. MOCTPOCHHUE CIIPABOYHO-UH(POPMAIIHOHHOTO aIllapaTa;

1.8.  cpoku HCIIOTHEHHUS TOKYMEHTOB;

19.  opraHuzanuio XpaHeHUs JOKYMEHTOB B KOJIIETHSIX.

2. N3yunrte cxemy MCHOIHEHHUS JOKYMEHTOB B KOJIJIETHSX U BBISBUTE COCTaB
JIeJIOTIPON3BOICTBEHHBIX ONEpanui.

3. N3zyuus "OOG1ee rybepHckoe yupexxaenue " 1775 r., onpenenure:

3.1.  cTpyKTypy KaHIEJISPUH, JOJKHOCTHOHW COCTAaB KaHIENSPCKUX CITYKaIIUX, UX
00s3aHHOCTH B paboTe C TOKyMEHTaMHU;

3.2.  TEXHOJIOTuIO paboThI C JOKYMEHTAMHU:

3.2.1. TOpANOK NMEPBUYHON 00PaOOTKH MOCTYMUBIIUX JJOKYMEHTOB;

3.2.2.  TEXHOJOTHsI PETHUCTPAIIUK JIOKYMEHTOB: IIPUMEHsIEMbIC PETUCTPALIMOHHBIE POPMBI, KX
Ha3HauYeHHE M COCTaB MH(POPMALIUH;

3.2.3. MOpANOK pacCMOTpPEHHs JOKYMEHTOB;

3.2.4. TOpSIOK MCIIOJIHEHHUS TOKYMEHTOB;

3.2.5. TEXHOJIOTHIO KOHTPOJIS 32 UCTIONHEHHEM JIOKYMEHTOB;

3.2.6. TOPANOK OTIIPaBKHU JOKYMEHTOB;

3.2.7. oOpraHM3al{Io XpaHEHHS JJOKYMEHTOB B MECTHBIX YUPEKJICHUSIX.

4. H3yuute cxeMy UCIIOIHEHHUS JIOKYMEHTOB B MECTHBIX YUPEKICHUSIX U BBISIBUTE COCTAB
JIeJIOTIPON3BOICTBEHHBIX ONEpanui.


http://znanium.com/go.php?id=942800/

5. Paccmotpure nena MmectHeIX yupexaernii X VIII B., obpaTtuTe BHUMaHue Ha o(opMIICHHE
00JI0XKKH AeTa, COCTaB JOKYMEHTOB JeJia, TOCIIE0BATEIbHOCTD UX PACTIONOKEHHUS, TIOPSIIOK U CPOKH
pPaccMOTpPEHUs JIOKYMEHTOB, YSICHUTE TPHHIUITBI (DOPMUPOBAHUS JICI.

KOHTPOJIBHBIE BOITPOCHI

1. CpaBHUTE CUCTEMY MPUKA3HOTO M KOJUICKCKOTO JICIOMPOU3BOJICTBA, O0BICHUTE HAauboIee
XapaKTEepPHBIE OTIHYHSL.

2. [lepeuncnure HOBbIE AENONPOU3BOJCTBEHHBIE ONEPAIliH, BO3HUKIIHE B yupexaeHusx X VIII
B.

3. [lepeuncnuTe 00sI3aHHOCTH EIONIPONU3BOICTBEHHON CITY>KOBI IO MIOATOTOBKE TOKYMEHTOB K
apXUBHOMY XpaHeHuto (1o 3akoHy 1775 r.).

4. HazoBuTE 3aKOHOAATEIIBHBIN aKT, KOTOPHIM BIICPBBIC ObLT OMPEIEIICH CPOK XPaHCHHS
JIOKYMEHTOB B TEKYIIIEM JCIONPOU3BOJCTBE (10 CIaYl JOKYMEHTOB B apXUB).

5. HazoBute XapaKTEPHBIC YCPThI CUCTEMBI PETUCTPALNNA JOKYMEHTOB B KOJUICTUAX.

NCTOYHUKU U JINTEPATYPA
beikoBa T.A. JlokyMEHTalMOHHOE  OOECIieYeHUE  yIpaBiieHUS  (JeI0NmpOU3BOJICTBO)
[DnexTpoHHEIH pecypc]; yuebroe mocooue/ T.A. beikosa, T.B. Ky3nenosa. -2-¢ u3a. nmepepad. u
JIOII. - MockBa: HNudpa-M, 2018. -304 C. - Pexum JOCTYyTIA:
http://znanium.com/go.php?id=942800/

Tema 1.3. [learonponsBoactso B yupexaenusx XIX - Had. XX B. — 8 yacos.

SAJTAHUA

1. U3yuuts "Obmee yupexaeHune MUHACTEpCTB" 1811 . 1 yACHUTH OCHOBHBIC TPEOOBaHUS K
OpraHu3aluy JEIONPOU3BOICTBA B ICHTPAIBHBIX YUPEKCHHUAK, & TAKXKE JOJDKHOCTHBIC 00513aHHOCTH
KaHLEIPCKUX YNHOBHUKOB.

2. [IpoananuzupoBaTh 0cOOEHHOCTH (HOPMHUPOBAHUS Jed B yupexaeHusx XIX - Hau. XX B.

3. MzyuuTts "[lonoxkeHne 0 MICHEMOBOJICTBE U IETOPON3BOICTBE B BOCHHOM BegomcTBe" 1911 1.
Y BBISIBUTH OCHOBHBIE HalpaBJICHHUS PALMOHAIN3ALMH AEJIONPOU3BOACTBA.

4. N3yuntb cxeMy UCTIONHEHUs 10KyMeHToB B Kannenspuu [loneunrens MOCKOBCKOTO y4eOHOTO
OKpyTa.

5. O3HakomuThbest ¢ JokymenTamu Kanuessipun [lorneunTesnss MOCKOBCKOTO y4eOHOTO OKpyTa U
BBISIBUTH 3JIEMEHTHI PallMOHAIM3aLMH MIPOLecca UX HUCIOIHEHUS.

YKA3AHU 10 BBITIOJITHEHUIO 3AJTAHUN

1. Uzyuus "Obuiee yupexxnenne munucrepets” 1811 r., onpeaenure cienyrouiee:

1.1. opraHu3anMoHHY0 CTPYKTYPy MUHHCTEPCTBA,

1.2. cTpykTypy A€NOnpOU3BOACTBEHHON CITYKOBI;

1.3. opranmzamnuio JOKyMeHTO0OO0poTa:

1.3.1. mopsokx nmocTymieHusa JokyMeHToB: B Kannenspuio MUHHCTpa; B JeTTapTaMEHTHI;

1.3.2. opranu3zanuio IBIWKEHHS JOKYMEHTOB, HAIIPABJICHHBIX B KAHIEISIPUIO MUHHCTPA ; B
Henaprament; B CoBeT MUHHCTpA: B O0LIee MPUCYTCTBHE AenapTamMenTa; B OcoOble yCTaHOBJICHHUS

1.3.3. nOps10K UCTIOJIHEHUS TOKyMEHTOB: B KaHnenspun MuHUCTpa; B JlenapraMeHTax;

1.4. opranu3anuio 1 TEXHOJIOTHIO PETUCTPAIIHH;

1.5. opraHu3anuio KOHTPOJIS 32 UCIIOJTHEHUEM JOKYMEHTOB (PEBHU3HA);

1.6. mopsinok popMupoBaHus aeiT;

1.7. opranu3anuio XpaHeHus! TOKyMEHTOB;

1.8. nazHauenue oT4ETOB.

2. OsHakoMmbTeCh C AenaMu yupexxaenuid XI1X B., oOparute BHUMaHue Ha oopMIIEHHE O0I0KKH
Jielia, cocTaB IOKYMEHTOB JIefIa, [I0CIEJ0BAaTeIbHOCTh UX PACIIOI0KEHUs, OPSIIOK U CPOK PACCMOTPEHUs
JIOKYMEHTOB.


http://znanium.com/go.php?id=942800/

3. Uzyuure "[lonoxeHne o MUCEMOBOJICTBE | JISIONPOU3BOICTBE B BOGHHOM BemoMmcTBe" 1911 T.
1 oOpaTuTe BHUMAaHUE Ha:

3.1. pernaMeHTaIuI0 IPUMEHSICMBIX BHJIOB IOKYMEHTOB;

3.2. ynopsioueHue IpaBuil COCTABICHUS H OPOPMIICHUS IOKYMECHTOB;

3.3. perimaMeHTAaIHIO CIIPaBOYHO-HH(POpMAITHOHHOTO (PoHMa;

3.4. MeXaHM3AITHIO JCIIONPON3BOICTB;

3.5.0pranu3anuo OrnepaTuBHOTO U APXUBHOTO XPaHCHHUSI JOKYMEHTOB.

Ha ocHOBe paccMOTpeHUs! MePEYNCICHHBIX BOIPOCOB CCNAiTe BHIBOJ O HAITPABICHUAX
palMoHATH3AIUH JICTIOPON3BOICTBA B BOGHHOM BEJJIOMCTBE.

4. Ipoananusupyiite cxeMy OpraHM3alMM JeJIONponsBoicTBa B Kanmemspuu ITomeunrens
MOCKOBCKOT'O Y4eOHOTO OKpyra W CHENaiTe BBIBOJ O CHOCO0AaX paIlMOHAIHM3AIUK 3TANOB HCIOTHEHUS
JTOKYMEHTOB M TOJITOTOBKH OTBETHOTO JIOKYMECHTA B 3TOM YUPEKICHUU.

5. O3nakombTech ¢ Komtekiumeit nokymenToB Kannenspun [omeunrens MOCKOBCKOTO yd4eGHOro
OKpyra, oOpamias BHUMaHHUE Ha!

. 3JIEMEHTHI MEXaHU3UPOBAHHON 00PAa0OTKH JOKYMEHTOB (CITOCOOBI TIOMETOK O
MOJTyYeHUH, HAIIPABIICHUH Ha MCIIOJIHEHNE W UCTIONTHEHUN JOKYMEHTOB);

. XapakTep pe30TOLHUT;

. CIIOCOOBI COCTABJICHUS TIPOCKTA JOKYMEHTA,

. 9JIEMEHTHl YHU(UKAIIMH TEKCTa TOKYMEHTA;

. BHbI OJIAHKOB M CIOCOOBI MX M3TrOTOBJICHHS.

CaenaﬁTe BBIBO/J] 00 OCHOBHBIX M BCIIOMOTATEILHBIX HaIllpaBJICHUAX pallMOHAJIMN3allluyi IIPOLECCOB
paccMOTPCHUA W UCIIOJIHCHHA JOKYMCHTOB.

KOHTPOJIBHBIE BOITPOCHI

1. CpaBHUTE CUCTEMY KOJUIEKCKOTO U MUHUCTEPCKOTO (MCIIOTHUTEIBHOTO)
JeJIOTIPOU3BOJICTBA, OOBACHUTE HaNOOIee XapaKTepHbIE OTIHYUSL.

2. Kak pa3BuBanach CTpyKTypa JeIONPOU3BOJICTBEHHON CITyKObI MUHHCTEPCTBA B IEPBOU
nosioBuHe XIX B., YeM oHa OTIMYAIach OT KOJUICKCKOH?

3. HazoBute ocHOBHBIE TpeOOBaHMS K OpraHU3aIUH JOKYMEHTO000POTa B MUHHUCTEPCTBAX
XIX B. Ha xakunie 0OCHOBHBIE JOKYMEHTOIIOTOKH pa3essuIuCh JOKYMEHTHI B MUHUCTEPCTBAX ?

4. HazoBute xapakTtepHble 4YepThl CHUCTEMBI PETUCTPALIMU TOKYMEHTOB B MUHHUCTEPCTBAX ?

5. B kakoit popme ocyIiecTBIIsIICS KOHTPOIIb 32 HCIIOJTHEHHEM JOKYMEHTOB B CHCTEME
MUHHUCTEPCKOTO JIEIONPON3BOICTBA?

6. HazoBute 0cCOGEHHOCTH OpraHU3aIly XpaHEeHHUs TOKYMEHTOB B JIEIONPON3BOICTBE
MHUHHCTEPCTB.

7. HazoBure HampaBieHus: 1 CIOCOOBI pallOHATU3AIMH JIEJIONPOU3BOICTBA B YUPEKICHUAX
XIX - Hau. XX B.

NCTOYHUKU N JIMTEPATYPA
beikoBa  T.A.  JlokyMeHTalMOHHOE  oO0OeclieueHUe  ympaBiieHUs  (JeI0ImpOM3BOJICTBO)
[DnexTpoHHEIH pecypc]; yuebroe mocooue/ T.A. beikosa, T.B. Ky3nenosa. -2-¢ u3a. nmepepad. u
JIO1I. - Mocksa: Hndpa-M, 2018. -304 c. — Pexum JOCTYyIIA:
http://znanium.com/go.php?id=942800/

PA3JIEJ 2. OPTAHU3AIIS COBPEMEHHOTI'O JEJOMNMPOU3BOJACTBA
Tema 2.1. Opranuszanus cJayx0bl 1eJJ0Npou3BoaAcTBa — 12 Jacos.

3AIAHUS

1. N3yuuth TpeboBaHMs ACHUCTBYIOIIMX HOPMATHUBHBIX AKTOB W HOPMATHBHO-METOIUYCCKUX
JIOKYMEHTOB K OpraHU3aIiH, CTPYKTYpe U (YHKIUSIM CIY>KOBI 1€J0MPOU3BOICTRA.

2. [TpoaHaau3upoBaTh OPraHU3AIHIO CIYXKObI JCIOMPOU3BOACTBA B YCIOBHON OpraHM3alludl U
BBISIBUTH €€ OCOOEHHOCTH.

3. TIoAroTOBUT CXEMy OpPraHM3AIMOHHOW CTPYKTYPBI J€TIOMPOM3BOICTBEHHON CIIyXKOBbI B
YCIIOBHOM OpraHu3aliyi.
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4. Pazpa6orats [Tonoxenne 0 CIyk0e AeIOMPON3BOACTBA YCIOBHOM OpraHM3aIHIL.

5. Pa3zpaboraTh OMKHOCTHBIC HHCTPYKIIUK Pa0OTHUKAM CITY>KOBI JICIOMPOU3BOJICTBA YCIOBHOM
OpraHU3aIHH.

YKA3AHU 10 BBITIOJITHEHUIO 3AJIAHUN

1. Msyunre kpaTkyio XapaKTEpHCTHKY MAEATEIBHOCTH YCIOBHOH OpPraHM3allMM, BBIACHHTE
OCOOCHHOCTH OpTaHW3aI[MH IEJIOMPON3BOJACTBEHHON CIY)KOBI, €€ HECOOTBETCTBHE COBPEMEHHBIM
TpeOOBaHMAM TIO CTaTyCy, MOAYMHEHHOCTH, HAaWMEHOBAaHUSAM CTPYKTYPHBIX dYacTed, WX COCTaBy.
ApryMeHTHPYHTE OTBET.

2. TIoAroTOBbTE CXEMy OPraHM3AIHOHHON CTPYKTYPBI CITY:KObI JENONPOM3BOACTBA YCIOBHOI
opraHuzalnuy, 3aQUKCUPYHTE MOJYMHEHHOCTh CIYKO W CTPYKTYPHBIX monpasieneHuid. [y Kakaoro
CTPYKTYPHOT'O TOIpa3JesieHHss M y4acTKa CIy)KObl JelOoNpOM3BOJCTBA Ha cxeMme (ukcupyercss BUA
MOMYMHEHHOCTH (TpsAMasi aaIMUHUCTpAaTHBHAs WM MeTofmdeckas). OOOCHyWTe HaWMMEHOBaHHE U
MOJYMHEHHOCTh K&KAOTO CTPYKTYPHOTO MOAPA3ICICHNUS.

3. Ha ocuose [IpEMEPHOTO MOIOKEHHS O ciyx0e Aemonpon3BOACTBa pa3paboTaiTe CTPYKTYPY
tekcta [lonoxenus o ciyx0e IelIoNmpor3BOACTBAa YCIOBHOM OpraHu3aiuu. TEeKCT MOJOKEHHUS JTOKCH
COJICpP)KaTh KOHKPETHBIC (POPMYJIMPOBKH 3anad, (QyHKIUH, NpaB, 00S3aHHOCTEH W B3aMMOOTHOIICHUH
ciryx0b1. Cnenyet oopmuts [lonoxxkenne Ha oOmieM OJaHKe, OTPENETUTh MOPSIIOK €r0 COTIIACOBAHUS U
YTBEPXKACHUS (COCTaB CTPYKTYPHBIX IOApa3feNieHuii M JODKHOCTh PYKOBOIHTENS, YTBEPIKIAIOIIETO
JIOKYMEHT). APryMEHTHUPYWUTE CBOU MPEIOKEHHUS IO MPOeKTy [lomokeHusl.

4. PaspaGotaiiTe  JOIKHOCTHbIE  MHCTPYKIMM HAa  BECh JOJDKHOCTHOM  COCTaB
JICIIONIPOU3BOJICTBEHHON CIy»OBbl YCIOBHOHM opraHu3anuu. Ha OCHOBE MHOJYYCHHBIX HWHIMBHIYAJIbHBIX
3aJjaHuil pa3paboTaliTe CTPYKTYpy TEKCTa U COCTaB pPa3/eioB JOJDKHOCTHOW MHCTpykimu. OOpatute
BHUMaHUe, 4TO pH (HOPMYITUPOBKE JOLKHOCTHBIX 00S3aHHOCTEN COTPYTHUKOB, CIEIyEeT COTIaCOBaTh X
C OCHOBHBIMH 3aJadyaMd W QyHKOUsIMH  cioyxObl (T.e. ¢ Tekcrom [lonoxkenus). B pasgene
"B3anMoOTHOIIEHHUS, CBSI3U" CIENyeT 3aKpPEeNuTh B3aUMOACHCTBHSA PAaOOTHUKOB CIYKOBbI M WX CBSI3H Ha
YPOBHE TpEACTABIEHIS JOKYMEHTOB.

KOHTPOJIBHBIE BOITPOCHI

1. Iepeuncnure CTPyKTYpHBIE YacTH CITyXKOBI JEIONPOU3BOJCTBA B OPTaHH3ALMSX PA3INYHBIX
YPOBHEH yIpaBIICHHSI.

2. Tlepeuncnute ACHCTBYIOIIME JOKYMEHTBI, ONpENEISIONINe 3aJaud W (YHKIUH CITY>KOBI
JIeTIONPON3BO/ICTBA.

3. HazoBute TpeOoBaHMs K CTpPYyKType H cocTaBy wuHpopmammu [lomoxeHus o cioyxoOe
JIENIOTIPON3BOJICTBA; JOJKHOCTHOM UMHCTPYKIHH.

NCTOYHUKU U JINTEPATYPA

[lpaBuna  JeMONPOM3BOACTBA B TOCYJAPCTBEHHBIX OpraHax, opraHax MECTHOTO
camoynpabiieHus, ytB. [Ipukasom Pocapxusa ot 22.05.2019 Ne 71 // [9neKTpoHHbIN pecypc]. — M.,
2021. — Pexkum goctyna: http:// https://base.garant.ru/72291836/.

MeTtoauyeckie peKOMEHAAMU IO pa3padOTKe MHCTPYKIHM IO AENONpPOU3BOJACTBY B
rOCYJJapCTBEHHBIX OpraHax, OpraHaXx MECTHOTO CaMOympaBiieHHs, yTB. [Ipukazom PocapxuBa ot
24.12.2020 Ne 199 // [3nekTpoHHbit pecypc]. — M., 2021. — Pexum pgoctyna: http://
http://www.consultant.ru/document/cons_doc_LAW_373895/.

[IpumepHas MHCTPYKITUSA 1O JIETOMPOU3BOJICTBY B TOCYIaPCTBEHHBIX OPraHU3aINsIX, YTB.
[Mpukaszom Pocapxusa ot 11.04.2018 Ne 44) // [Dnextponnsiii pecypc]. — M., 2019. Pexum
nocryna: http://www.consultant.ru/document/cons_doc_LAW_305137/.

I'oCT P 7.0.97-2016. Hamumonanweublii ctanmapt Poccuiickoir ®@enepaunu. Cucrema
CTaHAapTOB Mo uHGOpManuu, OHMOTMOTEYHOMY M H3JAaTeNbCcKOoMy jaeny. OpraHu3aiuoHHO-
pacniopsiiuTeNnbHas JoKyMeHTarus. TpeboBanus kK 0OPMIICHUIO TOKYMEHTOB // [ DIEKTpOHHBIN
pecypc]. — M., 2019. Pesxxum moctyma: http://www.consultant.ru/document/cons_doc_LAW_216461/.

I'OCT P HCO 15489-1-2019 HammonaneHbii cranmapt Poccuiickoii deneparum.
Cucrema ctanaapToB N0 HHQPOpPMAINH, OMOIHOTEUHOMY U H3AaTenbckomy neny. Uudopman3us
U JOKyMeHTauus. VYmnpasieHue JgokymeHtamu. Yacte 1. Ilonstus w npuHumunsl. //


http://www.consultant.ru/document/cons_doc_LAW_305137/
http://www.consultant.ru/document/cons_doc_LAW_216461/

[DNEeKTpOHHBIN pecypc]. - M., 2021. Pexum JIoCTyma: http://
http://www.consultant.ru/document/cons_doc_LAW 329486/ .

I'OCT P 7.0.8-2013 Jlenonpou3BOJACTBO U apXUBHOE J€70. T€PMUHBI U ONPEICIICHUS. -
[OneKTpOHHBII pecypc]. - M., 2019. Pexxum JOCTYyIIA:
http://www.consultant.ru/document/cons_doc_LAW _163800/.

[Ipukaz Munkynbtypsl Poccum ot 31.03.2015 Ne 526 «OO0 yTBep>KIACHUU MPaBUI
OpraHu3alMy XpaHEHUs, KOMIUIEKTOBaHUS, y4eTa U MCIOJIb30BAHUS JIOKYMEHTOB APXUBHOIO
donna Poccuiickoit denepannu U Ipyrux apXUBHBIX JTOKYMEHTOB B OpraHax rocyJapCTBEHHOM
BJIACTH, OpPraHaX MECTHOTO CaMOYIIPABJICHUS M OpraHu3anusix» // [DnekTpoHHbIi pecypc]. — M.,
2019. — Pexxum goctyna: https://www.garant.ru/products/ipo/prime/doc/71083090/.

IIpukaz Muntpyna Poccum ot 15.06.2020 N 333a  "OO yTBepKIeHUU
npodeccuonansHoro cragaapra "CrneuuaiiucT Mo OpraHU3alMOHHOMY U JIOKYMEHTAIIHOHHOMY
obecrieueHn0 yrpaBieHus: opranuzauuei"// [Dnekrponnsii pecypc]. — M., 2021. — Pexum
noctyra: http://www.consultant.ru/document/cons doc LAW 357714/.

[Mpodeccuonanbuplii  crangapT «CHEeUUANUCT 1O  YIPaBICHHIO JIOKyMEHTaluen
OpraHu3ali», YTBEPKICHHBIH MpUKa30M MMUHHUCTEPCTBA TpPyAa M COLMATIBHOW 3alUThI
Poccwuiickoit @eneparuu ot 10.05.2017 Ne 416n // [Dnekrponnsiii pecypc]. — M., 2019. —
Pexxum noctymna: https://www.garant.ru/products/ipo/prime/doc/71587776/.
beikoBa T.A. JlokymeHTauuoHHoe oOecrieueHue  ympaBjieHHs  (J€TONMPOU3BOACTBO)
[DnexTpoHHBIH pecypc]; yuebnoe nocobue/ T.A. beikoBa, T.B. Ky3unenosa. -2-e uzz. nepepab. u
JIOTI. — Mockaa: HNudpa-M, 2018. -304 c. — Pexum JOCTYTIA:
http://znanium.com/go.php?id=942800/

Tema 2.2. Oprasusanusi JOKyMeHT0000poTa — 8 Yacos.

SAJTAHUA

1. U3yuuTh coBpeMeHHBIE TPeOOBaHUS K OPTaHU3AIHNU TOKYMEHTO000pOTa B OpraHu3aIusiX,
YUPEXKISHUSIX U HA MPEINPUATHSAX.

2. W3y4nTh ¥ NpOaHAIN3UPOBATh OPTAHU3ALNIO JOKYMEHTOO00POTa B YCIOBHOW OpraHU3aluy.

3. M3yuuTs KpaTKylo XapaKTEpUCTHUKY AESITEIbHOCTH LIEHTPAIBHOIO anmnapaTa yCIOBHON
OpraHM3alM{ U COCTaBUTh OTIEPOTPAMMBI IBHKEHHS BXOJAIIEH, HCXOIAIIEeH U BHY TPEHHEH
JIOKYMEHTAIHH.

4. HOILC‘II/ITaTB 00BEM ,Z[OKyMeHTOO60pOTa YCJIOBHOﬁ OpraHu3anuu 3a roxa.

YKA3AHUNA 110 BBITTOJIHEHUTIO 3AI[AHI/H7I

WNzyuure IlpaBuna menonpom3BOACTBA B T'OCYJApCTBEHHBIX OpraHax, OpraHax MECTHOTIO
camoyIpaBiieHus, yTB. [Ipukazom Pocapxusa ot 22.05.2019 Ne 71; MeTtoanueckue peKOMEHIaluu
Mo pa3pabOTKe WHCTPYKIUMH TO JEJONMPOM3BOACTBY B TOCYIAapCTBEHHBIX OpraHax, OpraHax
MECTHOIO caMoynpasiieHus, ytB. Ilpumkazom PocapxmBa ot 24.12.2020 Ne 199; IIpumepHyro
WHCTPYKIIMIO TIO JCJIONPOU3BOJACTBY B TOCYIAapCTBEHHBIX opranusanusx (yTB. [Ipukazom
PocapxuBa ot 11.04.2018 Ne 44. Cnaenaiite BbIBOA O CTEHNEHH pEriaMEHTAllMH B HOPMATHBHBIX
JOKYMEHTax 06HII/IX IIPUHOMUIIOB OpraHu3alunu )IOKYMGHTOOGOpOTa, paBUJI NPOXOKACHUA TOKYMCHTOB,
METOAMKH MOACYETa JOKYMEHTOO00pOTA.

1. Ha IpUMepe OMUCaHUS JOKYMEHTOOOOpOTa YCIOBHOW OpraHM3aliil BBIABHTE €0
0COOEHHOCTH M ONpeJleNInTe HECOOTBETCTBUE OPraHM3allMy JOKYMEHTOOO0OpOTa B JaHHOW OpraHM3aluu
TpeOOBaHUSIM HOPMATUBHBIX JTOKYMEHTOB.

2. CocraBbTe orneporpaMmbl JBUXCHUA ONOKYMCHTOB B yCHOBHOﬁ OopraHu3anuu. HHH 9TOr0
OTIpeJIeJIUTE COCTaB JOJDKHOCTHBIX JIMI, YYacTBYIOUIMX B 0OpabOTKE W HCIOJHEHWH JTOKYMEHTOB;
MOCJIEIOBATENIFHOCTh  Oomepanuii 1o 00paboTKe  JIOKYMEHTOB, HM3YYHTE CXEMbl  JIBUKCHUS
JOKYMEHTOIIOTOKOB B yCJIOBHOfI OopraHu3aiuu.

Oneporpamma JBHKEHHS BXOJAIIMX JTOKYMEHTOB JOJDKHA OTPa3HTh MEPEMEIIECHUS JOKYMEHTOB
OT MOMCHTA IIprue€Ma 10 NOAIINBKHA UX B JICJIO IOCJIC 3aBEPIICHUA UCIIOJTHCHM.

OneporpaMMa HUCXOOAMMUX JOKYMCHTOB J[JIOJDKHA OTpa3suTb HNEPEMEIICHUA OOKYMCHTOB OT
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MOMEHTA TOJATOTOBKH WX MPOEKTOB JI0 OTHPABKH U3 YUPEKICHHUS.
OneporpamMma JABIDKEHHS] BHYTPEHHHX TOKYMEHTOB (Ha TpuUMepe NMpHKasza) IOKHA OTPa3HTh
MepEMEIICHHS] TOKYMEHTOB OT MOMEHTA MOATOTOBKU MPOEKTa JOKYMEHTA 10 MOIINBKU B JIETO.

3. V3yuuB cocTaB M KOJMYECTBO IOTYYEHHBIX, OTIPABIECHHEIX M BHYTPEHHHX IOKYMEHTOB
YCJIOBHOH OpraHU3alliH, MOCUUTAHTEe 00BEM ee JOKYMEHT0000pOoTa 3a TOf.

KOHTPOJIBHBIE BOITPOCHI

1. laiite onpeneneHue MOHATUS " TOKYMEHTOO00pOT".

2. [lepeuncnure OCHOBHBIC TPEOOBAHUS K OPraHU3aIUK JOKYMEHTOO0OPOTa B OpraHU3aIlHsIX.
3. [lepeuncnuTe mMpaBmiIa yueTa JOKYMEHTO000POTA.

4. HazoBuTe TpeOOBaHUS K MPOXOKACHUIO U UCTIOTHCHUIO BXOJISIINX IOKYMEHTOB.

5. HazoBuTe 3Tans! IpoX0KASHUS U UCTIOTHEHUS UCXOASIIUX U BHYTPCHHUX JOKYMEHTOB.

6. IMepeunciure npaBuiia Mepeaavdn JOKYMEHTOB BHYTPH YUPEKICHHUS.

NCTOYHUKU U JINTEPATYPA

. [IpaBuia JEJIONpPOU3BOJACTBA B TOCYJApPCTBEHHBIX OpraHax, oOpraHax MECTHOTO
camoynpaBiieHusi, ytB. [Ipukasom Pocapxusa ot 22.05.2019 Ne 71 // [9neKTpOHHbIN pecypc]. —
M., 2021. — Pexkum pocTtyna: http:// https://base.garant.ru/72291836/.

o MeTtoauueckre peKOMEHAANU MO pa3paboTKe WHCTPYKUUN MO JIEIOMPOU3BOJCTBY B
TOCYIapCTBEHHBIX OpraHax, OpraHax MECTHOT'O CaMOyTpaBleHHs, yTB. [Ipukasom Pocapxusa
or 24.12.2020 Ne 199 // [2nekTpoHHbIA pecypc]. — M., 2021. — Pexxkum pgoctyna: http://
http://www.consultant.ru/document/cons_doc_LAW_373895/.

o [TpumepHas HHCTPYKIUS MO JEIOMPOU3BOACTBY B FOCYAapCTBEHHBIX OPTaHU3AIMSIX,
y1B. Ilpukazom Pocapxua ot 11.04.2018 Ne 44) // [Dnexrponnsiii pecypc]. — M., 2019.
Pexxum noctymna: http://www.consultant.ru/document/cons_doc_LAW_305137/.

e ['OCT P 7.0.97-2016. Hamuonaneubii crangapt Poccuiickoit ®enepaunu. Cucrema
CTaHAapToB Mo HHpopmanuu, OUOIMOTEYHOMY W H3JaTeNbCKOMy neny. OpraHu3airoHHO-
pacniopsauTeNnbHas  JAOKyMeHTamus. TpeOoBaHus K  OQOPMIICHHIO JOKYMEHTOB //

[D7eKTpOHHBIH pecypc]. — M., 2019. Pexum JOCTyTIa:
http://mwww.consultant.ru/document/cons_doc_LAW_216461/.

e TOCT P UCO 15489-1-2019 Hauuonansusiit crangapt Poccuiickoit denepanuu. Cucrema
CTaHJapTOB MO HHpoOpManuu, 6MOIMOTEeYHOMY M u3aarenbckomy neny. WMHdopman3us u
MOKyMeHTalus. YmpaBieHue aokymeHTamu. Yacte 1. Ilomstus u npuHOMNBL //
[DneKkTpoHHBIH pecypcl]. - M., 2021. Pexxum JIOCTyMa: http://
http://www.consultant.ru/document/cons_doc_LAW_ 329486/ .

e [OCT P 7.0.8-2013 [enonpou3BOJACTBO M apXUBHOE 0. TE€pPMHUHBI U OMpPEIACIICHHUS.-
[DneKkTpoHHBIH pecypc]. - M., 2019. Pexxum JOCTYTIA:
http://www.consultant.ru/document/cons_doc_LAW _163800/.

e [Ipuka3 MunkynbsTypsl Poccun ot 31.03.2015 Ne 526 «O06 yTBep:k1eHUU IpaBUl OpraHU3aINU
XpaHEHUsl, KOMIUICKTOBAHMSI, y4eTa M MCIOJIb30BAaHUS JOKYMEHTOB ApPXUBHOTO (oHAa
Poccniickoit denepanuy M IpyrUX apXMBHBIX JOKYMEHTOB B OpraHax TIOCYJAapCTBEHHOU
BJIACTH, OpraHaX MECTHOT'O CAMOYIPABICHUS M OpraHu3anusax» // [DneKkTpoHHbIH pecypc]. —
M., 2019. — Pexxum poctyma: https://www.garant.ru/products/ipo/prime/doc/71083090/.

e JlonmosHMTe/JbHbIE HCTOYHUKHT

. [Tpukaz Muntpyna Poccum ot 15.06.2020 N 333 "OO yTBepKICHHH
poQeCCHOHAIBHOTO CTaHapTa "Crenuanuct o OPraHU3aLMOHHOMY u
JOKyMEHTALMOHHOMY OOECIICUeHHIO yIpaBlieHus: opranu3anuen”// [DnekTpoHHbIH pecypc].
— M., 2021. — Pexum JlocTyna:
http://www.consultant.ru/document/cons_doc_LAW_357714/.

. [TocranoBnenue IIpaBurensctBa PO ot 15.06.2009 Ne 477 «O06 ytBepxaenun IlpaBun
JIETIOTIPOU3BOJICTBA B (penepabHBIX OpPraHax HCIOJHUTEIHHOW BIACTH»// [DIEKTPOHHBIN
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pecypc]. - M., 2019. - Pexxum JlocTyna:
http://www.consultant.ru/document/cons_doc_LAW _88695/.

e [TocranoBnenue [IpaButensctBa PO ot 25.12.2014 Ne 1494 “O06 yTBep:kIeHUN IPAaBIII OOMEHa
JOKYMEHTaMHd B JJICKTPOHHOM  BHJE TP  OpraHm3alue  HH()OPMAIMOHHOTO
B3aUMOJICUCTBUA // [DnmekTpoHHBI pecype]. — M., 2019. — Pexum pgocryna:
https://base.garant.ru/70832680/.

e brikoBa T.A. JlokyMeHTalMOHHOE oOOecleueHue ympaBieHUs (AETOMPOU3BOICTBO)
[OnekTponHbIit pecypc]; ydueOHoe mocobue/ T.A. beikoma, T.B. Kysnemoma. -2-¢ wusm.
nepepadb. u gom. — MockBa: HWudpa-M, 2018. -304 c. — Pexumm gocryna:
http://znanium.com/go.php?id=942800/

Tema 2.3. Peructpanus 10KyMeHTOB — 4 yaca.

3ATIAHUS

1. Mzyuuts TpeGoBaHMS HOPMATHMBHO-METOJMYECKHMX JOKYMEHTOB K pPErHCTpallid M
MOCTPOCHUIO HH()OPMALIMOHHO-CIIPABOYHOTO arnapara.

2. 3aperncTpUpoBaTh HECKONBKO JOKYMEHTOB, IPE/IOKEHHBIX [PEIIOIaBATCICM.
3. O3HAKOMHBIINCH C OIMCAHMEM TEXHONOTMHM PETHCTPALMH JOKYMEHTOB B YCJIOBHOI

OpraHusaluy, papadboraTb 1 000CHOBATH MPEJIOKEHNUS IO PAIMOHATBHOW OpraHW3alli PETUCTPALUH U
WHQOPMAIMOHHO-CIIPABOYHON paOOTHI.

YKA3AHV 10 BBIITOJIHEHUIO 3AJTAHUI

1. Uzyuute IlpaBuna nenonpous3BOJACTBA B TOCYHApCTBEHHBIX OpraHax, OpraHax
MecTHOro camoyimpasiuenus (pasgenst I, 1V), Metoguueckue pekomeHaauuu mo paszpadboTke
MHCTPYKUUHA 1O JEeJONPOU3BOJACTBY B TOCYHApCTBEHHBIX OpraHax, OpraHax MECTHOIO
camoynpasiyieHusi, llpuMepHy0 HMHCTPYKIMIO IO JEJIONPOU3BOJACTBY B T'OCYAApCTBEHHBIX
opranm3anusax (yTB. [Ipukazom Pocapxua ot 11.04.2018 Ne 44. O6paTute BHUMaHUE Ha COCTaB
JIOKYMEHTOB, MOJUIEKAIIMX PETUCTPALUK, MOCIEI0BaTENIbHOCTh PACIONIOKEHHUSI COCTaBHBIX
YyacTel MHAeKca JOKyMEeHTa, MpaBuia (HOpMUpOBaHUS HHGPOPMALMOHHO-CIIPABOYHBIX 0a3
JTAaHHBIX.

2. 3apeructpupyite mpeiyio>KeHHbIE TOKYMEHTHI, 00paTuB 0cob0e BHUMAHHE Ha PETUCTPALHIO
WHUIIMATUBHBIX U OTBCTHBIX ITHCEM.

3. Ilpoananu3upyiTe MOPSAOK PETUCTPAlMd JOKYMEHTOB B YCIOBHOW opranmzanuu. OTMETUB
0COOEHHOCTH OpraHuv3ali MW TCXHOJOIMU PErucTpaiui AOOKYMCHTOB B yCJ'IOBHOﬁ OpraHusanuu,
OmnmpeaAcIuTe HUX HCAOCTATKH. Ha ocnoBe MNPpOBCACHHOTO aHalin3a H TpC6OBaHI/Iﬁ HOPMAaTHUBHO-
METOJUYCCKUX JOKYMCHTOB pa3pa60TaI71Te IMPEJIOKECHUA 110 OpraHu3alv perucTpanuu 1O0OKYMEHTOB U
MMOCTPOCHUIO I/IH(l)OpMaHI/IOHHO-CHpaBO‘IHOFO arrapara B YCHOBHOﬁ OpraHu3anuu.

KOHTPOJIBHBIE BOITPOCHI

1. Yto Takoe peructpauus 1okyMmeHToB? Kakue 3a1aun pemaroTcs B AEIONPOU3BOICTBE C
MTOMOIIIBIO 3TOH oreparuu?

2. Kakue mOKyMeHTBI IOIIEXKAT PETUCTPAIH?

3. KakoB 00s13aTeNnbHBIN COCTaB PEKBU3UTOB IIPH PETUCTPALIUU?

4. B ueM OCHOBHO} IPUHIIHI PETUCTPAITUHN?

5. KakoBbI OCHOBHBIE MTpaBHiia MHIEKCAIUU TOKYMEHTOB?

6. Kakoe npenmyIecTBo UMEET CIENHUATIUCT IPU PETUCTPALIUN JOKYMEHTA B
ABTOMATHU3HPOBAHHBIX CUCTEMAX 110 CPAaBHEHMIO C TPATAULMOHHBIMU METOAAMHU?

NCTOYHUKU U JIMTEPATYPA

[lpaBuna  JeNONPOM3BOACTBA B TOCYJAPCTBEHHBIX OpraHax, oOpraHax MECTHOTO
camoynpabiieHus, ytB. [Ipukaszom Pocapxusa ot 22.05.2019 Ne 71 // [9neKTpoOHHbIN pecypc]. — M.,
2021. — Pexkum pgoctyna: http:// https://base.garant.ru/72291836/.
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MeTtoauyeckie pekOMEHAAMU IO pa3padOTKe MHCTPYKLIMM IO AEIONpPOU3BOACTBY B
TOCY/IapCTBEHHBIX OpraHax, opraHaXx MECTHOTO CaMOYIIpaBiieHHUs, yTB. [Ipukazom PocapxuBa oT
24.12.2020 Ne 199 /[ [3neKkTpoHHbIN pecypc]l. — M., 2021. — Pexum poctyna: http://
http://www.consultant.ru/document/cons_doc_LAW_373895/.

[TpumepHasi HHCTPYKLHUSA 110 ASTONMPOU3BOICTBY B rOCYAAPCTBEHHBIX OpraHU3aIUsaX, YTB.
[Tpuka3zom PocapxuBa ot 11.04.2018 Ne 44) // [Dnektponnsiii pecype]. — M., 2019. Pexum
nocryna: http://www.consultant.ru/document/cons_doc_LAW_305137/.

I'OCT P 7.0.97-2016. Hanumonanwubiii crangapt Poccuiickoit ®enepanuu. Cucrema
CTaHAapToB Mo uHpOpManuu, OHUOIMOTEYHOMY M H3JaTelbCKOMy jaeny. OpraHu3anuoHHO-
pacnopsiuTenbHas ToKyMeHTanus. TpeboBaHus K opOpMIICHHIO JOKYMEHTOB // [ DIEKTPpOHHBIN
pecypc]. — M., 2019. Pesxxum poctymna: http://www.consultant.ru/document/cons_doc_LAW_216461/.

I'OCT P UCO 15489-1-2019 HanumonansHbiii crannapt Poccuiickoii ®eneparuu.
Cucrema ctanaapToB o HHGoOpMaIK, OUOIHOTEUHOMY U H3AaTenabckomy neny. Undopman3us
U JOKyMeHTauus. YmupamieHue pokymeHtamu. Yacte 1. ITloHstus W npuHiunsl. //
[DJ1eKTpOHHBIN pecypc]. - M., 2021. Pexum JIOCTYyIIa: http://
http://www.consultant.ru/document/cons_doc_LAW 329486/ .

I'OCT P 7.0.8-2013 Jlenonpou3BOACTBO U apXUBHOE J€10. TepMUHBI U ONpPEEICHUs. -
[DneKTpOHHBII pecypc]. - M., 20109. Pexnum JOCTYTIA:
http://www.consultant.ru/document/cons_doc_LAW _163800/.
beikoBa T.A. JlokymMeHTanMoOHHOE  oOOeclieueHHe  ympaBieHHs  (IeIOMpPOU3BOICTBO)
[DnexTpoHHEIH pecypc]; yuebroe mocooue/ T.A. beikosa, T.B. Ky3nenosa. -2-¢ u3a. nepepad. u
JOII. - MockBa: HNudpa-M, 2018. -304 C. - Pexum JOCTYyTIA:
http://znanium.com/go.php?id=942800/

Tema 2.4. Opranuzaums TeKylero XxpaHeHusi J0KyMeHTOB — 8 4acoB.

3AJJAHUA

1. W3yunTh TpeOOBaHUS HOPMATUBHBIX aKTOB 1 HOPMATUBHO-METOANYECKUX JOKYMEHTOB K
COCTaBJICHHIO U O()OPMIICHHIO HOMEHKIIATYPHI JIeI.

2. H3yuuTh BO3MOXHOCTH UCIIOJIB30BAaHUS IIEPEUHS CO CPOKAMHU XpaHEHHS JJOKYMEHTOB B
JIEIIONIPOU3BOJICTBE OPTaHU3AINH.

3. IIpoanann3upoBaTh KOHKPETHYIO HOMEHKIATYPY AeJ YCIOBHOM OpraHU3alliy U BBISIBUTH
OIIMOKH B €€ COCTaBJICHUU U 0()OPMIICHUU.

4. CocraBuTh HOMEHKIATYPY JEI YCIOBHON OPraHH3aIHM.

YKA3AHU 10 BBITIOJITHEHUIO 3AJTAHUN

1. HWzyumte IlpaBuia neIONpPOM3BOJICTBA B TOCYAApPCTBEHHBIX OpraHax, OpraHax
MECTHOTO camoympaBieHus (pazgen 6,7), Meroauueckue peKOMEHAANMH IO pa3zpaboTke
WHCTPYKIMH TI0 JIEJONPOM3BOJCTBY B TOCYAApPCTBEHHBIX OpraHaxX, OpraHax MECTHOTO
camoympasienus (mpunoxenust 13-23), [lonoxkeHne o MOpsiIKe U CPOKaX XPAHCHHUS JOKYMEHTOB
aKIIMOHEPHBIX 00ImIecTB, [IpUMEepHYI0 HHCTPYKIHMIO TI0 JETOMPOU3BOJICTBY B T'OCYIAPCTBEHHBIX
opranuzaiusx (ytB. [Ipuxa3zom Pocapxusa ot 11.04.2018 Ne 44) Vscuure cnenyrolee:

. BUJIBI HOMEHKJIATYp JET;

. THIIBI HOMEHKIIATYp J1eN (KJaccu(puKanmoHHbIE CXEMBI);

. npaBuia GOpPMYJINPOBAHHUS 3aT0JIOBKOB /€T,

. VCTOYHHKH YCTaHOBJICHHUS CPOKOB XPAaHEHUS JOKYMEHTOB;

. IpaBua CUCTEMATU3alMK U UHAEKCALIUK 3aI 0JIOBKOB /€T,

. npaBuia 0hOpMIIEHHsI, HOATIMCAHNS, COTJIACOBAHUS M YTBEPKACHHS
. HOMEHKJIAaTYpbI JIEJI.

2. N3yunre ykazaHus 10 NpUMEHEHHIO [lepeyuHs THITOBBIX YIIPABIEHUYECKUX apXUBHBIX
JIOKYMEHTOB, 00pa3yomuxcs B MpOIecce ASITETHHOCTH FOCYy/IapCTBEHHBIX OPTaHOB, OPTaHOB MECTHOTO
CaMOYIPAaBJIEHUsI ¥ OPraHU3aLNH, C yKa3aHUEM CPOKOB XPaHEHMS U BBICHUTE:

. MOPSIOK IPUMEHEHUS IIEPEYHS B JEJIOIPOU3BOICTBE;

. T QepeHInaImio CPOKOB XPAaHEHUS TOKYMEHTOB 10 TPYIIaM OpTaHU3aIni;

. CXEeMy ITOCTPOEHUS NIEPEUHS U €r0 Hay4YHO-CIIPaBOYHBIN arapar.
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3. Tpoananu3upyiite KOHKPETHYIO HOMEHKIATYpPY JeN YCIOBHOH OpraHM3alluH, BBIBUTE
HEJ0CTATKH €€ COJIepKaHusI U 0POPMIICHUS, TPOMJLTIOCTPUPOBAB KK U3 HUX TIPUMEPOM.

4. Wsyunte CTpyKTYypy M COCTaB JOKyMEHTAIbHOro (DOHIA YCIOBHOW OpraHM3aldd W
paspabotaiiTe KJIaCCU(PUKAIMOHHYIO CXeMy HOMeHKiarypbl gnen. Odopmure ee B BUJIC CITUCKA
CTPYKTYPHBIX TIOAPA3JEICHUN C HMHICKCAMH, PACIONIOKCHHBIMH I10 CTENeHH 3Hauumoctu. OOparute
BHHMAaHHE Ha TO, YTO CXeMa KJlacCH(HKaIMy MODKHA COOTBETCTBOBAThH TJIaBHOHM Tabmuie Ilepedns
THTIOBBIX JOKYMEHTOB CO CPOKAMH XPaHEHHS.

CocTaBbTe HOMECHKJIATYPY JEJ YCJIOBHOW OpraHM3allvH, IUIs 4ero: chopMynHpyHTe 3aroJIOBKU
JIe]l B COOTBETCTBHUU C YCTAaHOBJICHHBIMH TPEOOBAaHWSMH M YCTAaHOBUTE CPOKHM XpaHEHHUS Jell IO
MEPEeYHI0; MPOBEANTE CHCTEMATH3AIMIO 3aroyioBKOB fein. OdopMuTe HOMEHKIATYpy el Ha o0IeM
0JlaHKe YCJIOBHOH OpraHu3allliid M0 YCTaHOBJICHHOW (hopMe, ONPEACIUTE COCTaB JOKHOCTHBIX JIHII,
KOTOPBIE IOJKHBI €€ 3aBU3UPOBATH U YTBEPIUTH.

KOHTPOJIBHBIE BOITPOCHI

1. JaiiTe onpeaeieHue HOMEHKIATYPhI €.

2. OxapakTepu3yiTe NpUMEHEHUE Pa3INYHbIX BUI0B HOMEHKIATYPHhI JEM.

3. Ilepeuncnute TpeOOBaHUS K POPMYITUPOBKE 3ar0JOBKOB i)l B HOMEHKIIATYpE.

4. [lepeunciute TpeOOBaHHS K CHCTEMATU3AIMH 3aT0JIOBKOB €71 B HOMEHKJIATYpe.

5. Kak obpa3zyercs nHaekc nemna B HOMEHKIaType?

6. Kak ucrons3yercs nepeyeHs JOKYMEHTOB C YKa3aHUEM CPOKOB XPaHEHHUS B
JIeJIOTIPOU3BOACTBE?

7. KakoBbI 3Tamnsl pa3pad0TKA HOMEHKIATYPHI IeT?

8. Kakos CPOK JIeUCTBUSI HOMEHKIIATYPHI AeT?

NCTOYHUKU U JINTEPATYPA

1. ®epepanbubiii 3akoH oT 22.10.2004 Ne 125-®3 «OO6 apxuBHOM zene B Poccuiickoit
Oenepatun» //  [OnekTpoHHBId pecypc]. — M., 2019. — Pexum gocryna:
https://base.garant.ru/12137300/.

2. IlpaBuma memompoM3BOACTBA B  TOCYJAapCTBEHHBIX OpraHax, OpraHax MECTHOTO
camoyrmpaBiieHus, ytB. [Ipukasom Pocapxusa ot 22.05.2019 Ne 71 // [SneKTpOHHbIN pecypc].
— M., 2021. — Pexxum goctyna: http:// https://base.garant.ru/72291836/.

3. Meroanueckne PEKOMEHIAIMU TI0 pa3paboTKe WHCTPYKIUH IO JEIOTPOU3BOACTBY B
TOCYIapCTBEHHBIX OpraHax, oOpraHaXx MECTHOIO CaMOYIpaBlIeHUs, yTB. I[Ipukazom
Pocapxusa ot 24.12.2020 Ne 199 // [9nekTpoHHbIi pecypcl. — M., 2021. — Pexkum goctyna:
http:// http://www.consultant.ru/document/cons_doc_LAW_373895/.

4. [IpumepHass HMHCTPYKIUMS 1O  JCNOMPOM3BOACTBY B  TOCYJIapCTBEHHBIX
opranmzanusx, yTB. IIpukazom PocapxuBa ot 11.04.2018 Ne 44) // [DnexTpoHHBIN
pecypc]. - M., 2019. Pexum JOCTyTIA:

http://www.consultant.ru/document/cons_doc_LAW_305137/.

5. TOCT P HCO 15489-1-2019 Hammonansuelii ctangapt Poccuiickoit denepauuu.
Cucrema craHgaptoB 1o uHpopmanuy, OUOIMOTEUHOMY M HU3JIATEIIbCKOMY JEIy.
Nudopman3ust u nokyMmeHTauus. YmopasieHue aokymeHtamu. Yacte 1. IloHsTus u
npuHUMIBL. // [DnekTpoHHbIl pecypc]. — M., 2021. Pexum pocryma: http://
http://www.consultant.ru/document/cons_doc_LAW 329486/ .

6. TOCT P 7.0.8-2013 [Ienonpou3BOJACTBO M apXUBHOE JieJ0. TepMHUHBI U ONPEIeICHUS. -
[OneKTpOHHBII pecypc]. - M., 20109. Pexum JIOCTYyIIA:
http://www.consultant.ru/document/cons_doc_LAW_163800/.

7. Tlpuka3 MunkyneTypel Poccum ot 31.03.2015 Ne 526 «OO06 yTBepKIE€HUU NpPaBUI
OpraHM3alMi XpAHEHWs, KOMIUIEKTOBAaHUS, y4e€Ta U HCIIOJIb30BaHUS JOKYMEHTOB
ApxusHoro ¢ponaa Poccuiickoit @enepanuiul 1 Ipyrux apXuBHBIX JOKYMEHTOB B OpraHax
rOCyJapCTBEHHOM BJAcTH, OpraHax MECTHOTO CaMOYIIpaBIEHHs W OpraHu3auusx» //
[DnexkTpOoHHBII pecypc]. — M., 2019. — Pexum JocTymna:
https://www.garant.ru/products/ipo/prime/doc/71083090/.


https://base.garant.ru/12137300/
http://www.consultant.ru/document/cons_doc_LAW_305137/
http://www.consultant.ru/document/cons_doc_LAW_135548/
http://www.consultant.ru/document/cons_doc_LAW_135548/
http://www.consultant.ru/document/cons_doc_LAW_163800/
https://www.garant.ru/products/ipo/prime/doc/71083090/

8.

10.

[Ipuka3z PocapxuBa ot 20.12.2019 N 236 "OO0 yrtBepxkaecHuu IlepedHsi THUIOBBIX
YOPaBIEHYECKUX APXUBHBIX JOKYMEHTOB, OOPa3yIOIIUXCS B MPOIECCe NEATEITHbHOCTH
TOCYJTapCTBEHHBIX OPTraHOB, OPTaHOB MECTHOTO CaMOYIPABJIICHUS M OPTraHU3alfid, C
yKa3aHHeM CpokoB uX xpaHeHus" (3apeructpuposano B Muntocre Poccun 06.02.2020 N
57449) /| [DOnektponHbii pecypc]. — M., 2021. — Pexum gocryma:
http://www.consultant.ru/document/cons_doc_LAW 345020/

IIpukaz PocapxuBa ot 11.04.2018 N 43 "OO yTBEepKICHHH IPHUMEPHOTO
MOJIOKEHUS 00 OKCIEPTHOM KOMHUCCHU opraHusanuu” (3aperucTpupoBaHO B
Munrocte Poccun 15.06.2018 N 51357) // [Dnexrponnsiit pecypc]. — M., 2021. —
Pexxum noctyma: http://www.consultant.ru/document/cons doc LAW 300357/

beikoBa T.A. JlokyMeHTanMOHHOE OOECIeYeHUE YIPaBICHUS (JEIIOTPOU3BOJICTBO)
[DnexkTpoHHbIi pecypc]; yueOHoe mocobue/ T.A. brikoBa, T.B. Ky3nenona. -2-¢ u3j.
nepepab. um gom. — MockBa: Wuadpa-M, 2018. -304 c. — Pexum pgocryna:
http://znanium.com/go.php?id=942800/

9.3. Uuble MaTepuabl
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